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This publication implements Air Force Policy Directive 36-24, Military Evaluations.  It applies to 

all Regular Air Force (RegAF), Air Force Reserve (AFR), and Air National Guard (ANG) 

members.  It provides guidance and procedures for implementing Air Force Officer and Enlisted 

Evaluation Systems.  It also describes how to prepare, submit, and manage forms.  Ensure all 

records created as a result of processes prescribed in this publication are maintained in accordance 

with Air Force Manual 33-363, Management of Records, and disposed of in accordance with the 

Air Force Records Disposition Schedule located in the Air Force Records Information 

Management System.  Refer recommended changes and questions about this publication to the 

Office of Primary Responsibility (OPR) using Air Force Form 847, Recommendation for Change 

of Publication; route Air Force Forms 847 from the field through the appropriate functional chain 

of command.  In collaboration with the Chief of Air Force Reserve (AF/RE) and the Director of 

the Air National Guard (NGB/CF), the Deputy Chief of Staff for Manpower, Personnel, and 

Services (AF/A1) develops personnel policy for officer and enlisted evaluations.  Field agencies 

will not publish supplements that change basic policies/procedures or merely duplicate the text of 

these instructions.  Supplements initiated at MAJCOM-level or below require AF/A1PP and HQ 

AFPC/DP3SP approval before publication.  Send published copies of approved supplements to 

AF/A1PP, HQ AFPC/DP3SP, and HQ ARPC/PB.  Field agencies must get a HQ AFPC/DP3SP 

and AFDPO/PPP approval before using locally created version of the AF Forms prescribed by this 

instruction.  The authorities to waive wing/unit level requirements in this publication are identified 

with a Tier (ñT-0, T-1, T-2, T-3ò) number following the compliance statement.  See Air Force 

Instruction (AFI) 33-360, Publications and Forms Management, for a description of the authorities 

associated with the Tier numbers.  Submit requests for waivers through the chain of command to 

http://www.e-publishing.af.mil/
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the appropriate Tier waiver approval authority; for non-tiered items AFPC/DP3SP is the approval 

authority.  This publication requires the collection and or maintenance of information protected by 

Title 5, United States Code (U.S.C.), § 552a, The Privacy Act of 1974, and authorized by Title 10, 

U.S.C., § 8013.  The applicable System of Records Notices, F036 AF PC A, 

Effectiveness/Performance Reporting Systems, and F036 AFPC T, Officer Performance Report 

/Enlisted Performance Report Appeal Case Files, are available at 

http://dpclo.defense.gov/Privacy/SORNS.aspx.  Any requests for records or documents 

contained in these System of Records Notices will be processed under the Freedom of Information 

Act guidelines outlined in DOD Manual 5400.07_AF Manual 33-302, Freedom of Information Act 

Program, and/or the Privacy Act guidelines outlined in Air Force Instruction 33-332, Air Force 

Privacy and Civil Liberties Program. 

SUMMARY OF CHANGES 

This document has been substantially revised and needs to be completely reviewed.  Major changes 

include.  Elimination of A1C and below EPRs, except for Directed By Commander at no earlier 

than 20 months; Maximum of 2 lines on the Promotion Recommendation Form for Lieutenant 

Colonels and below; Stratification rules on Promotion Recommendation Forms; Senior Rater 

endorsement education requirement to completion of an Associateôs or higher degree from a 

nationally or regionally accredited academic education; Prohibit Airmen with approved High Year 

of Tenure Retirement prior to first day promotions not eligible for Senior Rater endorsement and 

completion of EPR optional; Senior Enlisted Leaders at the Enlisted Forced Distribution Panels 

no longer voting members; Forced Distributors may delegate final signature authority for non 

Time-In-Grade and Time-In-Service promotion eligible Airmen; Commanders may designate non-

rated periods for unique personal hardships; ñMet Some But Not All Expectationò ratings no 

longer requires EPR to be referred; Authorize ñWhole Airmen Conceptò may be completed for 

referral EPRs; Allow Air Force Element Commander (AFELM/CC) in joint organizations to sign 

AF Form 910s in lieu of Forced Distributors only after the Forced Distributor awards/signs the 

promotion recommendation.  Senior Raters may utilize EFDP panel process or develop their own 

guidance to determine SNCO stratification; Expand SNCO Senior Rater 

endorsement/stratification for joint organizations as an additional qualifier; Deputy evaluators may 

return EPRs to lower level for final endorsement. 
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Chapter 1 

GENERAL CONSIDERATIO NS 

1.1.  Purpose.    The Officer and Enlisted Evaluation Systems have varied purposes.  The first is 

to effectively communicate performance standards and expectations and provide meaningful 

feedback on how those standards and expectations are being upheld.  The second is to establish a 

reliable, long-term, cumulative record of performance and promotion potential based on that 

performance.  The third is to provide sound information to assist in making talent management 

decisions. 

1.1.1.  To accomplish these purposes, the evaluation system focuses on performance.  How 

well a member does his/her job and the qualities the individual brings to the job are of 

paramount importance to the Air Force.  It is also important for development of skills and 

leadership abilities and in determining who will be selected for advancement through 

assignments, promotions, and other personnel actions.  The evaluation system emphasizes the 

importance of performance in several ways -- using periodic performance feedback as the basis 

for formal evaluations and through performance-based promotion recommendations. 

1.1.2.  Unless stated otherwise, the general guidelines outlined in this chapter apply to all 

Officer Performance Reports (OPRs), Enlisted Performance Reports (EPRs), Training Reports 

(TRs), Promotion Recommendation Forms (PRFs), Letters of Evaluation (LOEs), Enlisted 

Retention Recommendation Forms (ERRFs), and Retention Recommendation Forms (RRFs). 

1.2.  Forms - Purpose and Utilization. 

1.2.1.  AF Form 77, Letter of Evaluation (LOE), is a multipurpose evaluation form. 

1.2.2.  AF Form 78, Air Force General Officer Promotion Recommendation (GO PRF).  Use 

to document performance and promotion recommendations for general officers. 

1.2.3.  AF Form 475, Education/Training Report (TR).  Use to document performance during 

education or formal training. 

1.2.4.  AF Form 707, Officer Performance Report (OPR) (Lt thru Col); AF Form 910, Enlisted 

Performance Report (AB thru TSgt); AF Form 911, Enlisted Performance Report (MSgt thru 

SMSgt), or AF Form 912, Enlisted Performance Report (CMSgt).  Use to document 

performance as well as provide information for making promotion recommendations and other 

management decisions. 

1.2.5.  AF Form 709, Promotion Recommendation Form (PRF).  Use to assess an officerôs 

performance-based potential and to recommend promotion to Central Selection Boards. 

1.2.6.  AF Form 724, Airman Comprehensive Assessment Worksheet (2Lt thru Col), AF Form 

931, Airman Comprehensive Assessment Worksheet (AB thru TSgt), and AF Form 932, Airman 

Comprehensive Assessment Worksheet (MSgt thru CMSgt).  Use to document formal feedback. 

1.2.7.  AF Form 3538, Retention Recommendation Form (RRF), and AF Form 3538E, Enlisted 

Retention Recommendation Form (ERRF).  Use to document performance-based 

differentiation and retention recommendations to assist in involuntary separation and/or 

retirement boards.  Use only at the discretion of the Secretary of the Air Force. 
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1.2.8.  AF Form 948, Application for Correction/Removal of Evaluation Reports.  Use to 

substitute, correct or remove an evaluation when an applicant does not have access to the 

Virtual Military Personnel Flight (vMPF)/Virtual Personnel Center (vPC). 

1.3.  General Guidelines. 

1.3.1.  Access.  Evaluations are ñFor Official Use Onlyò forms and must be marked, protected, 

and accessed accordingly.  The office with custodial responsibility is responsible for 

determining if a requestorôs official duties require access.  See Chapter 2 for access to the 

Airman Comprehensive Assessment Worksheets. 

1.3.2.  Classified Information and Security Classification.  Do not enter classified information 

in any section of the evaluation; this includes attachments to evaluations, referral documents, 

and endorsements to referral documents.  If an entry would result in the release of classified 

information, use the word "Data Masked" in place of that entry.  In cases where the evaluator 

is assigned to a classified organization or location, enter "Data Masked" for organization 

nomenclature and nothing more. 

1.3.3.  Format.  Use bullet format as specified in the appropriate table for the evaluation being 

accomplished.  Limit bullets to a maximum of two lines per bullet and white space is 

authorized.  Main bullets shall begin at the left margin with one space after the ñ-ò.  (T-2). 

1.3.4.  Special Formatting.  Do not underline, capitalize, or use bold print, unusual fonts or 

characters, multiple exclamation marks, or headings to emphasize comments, except as 

required to identify proper names or publication titles.  (T-2). 

1.3.5.  Type and Font.  Type forms using ñTimes New Romanò and 12-pitch font.  (T-2).  

Handwrite evaluations when no other means are available and authorized by Headquarters 

(HQ) AFPC Promotions, Evaluations and Recognitions Policy Branch (AFPC/DP3SP) or HQ 

Air Reserve Personnel Center, (ARPC).  The President and Vice President of the United States 

may handwrite evaluations. 

1.3.6.  Nicknames and Acronyms. 

1.3.6.1.  Nicknames that are a form of the rateeôs name, to include middle names, are 

permitted (i.e., Bill/Will for William, Jim for James, Chris for Christopher/Christine).  Call 

signs and code names are not authorized.  (T-2). 

1.3.6.2.  Common acronyms and abbreviations such as CGO, NCO, CONUS, TDY, org, 

and wg, are not required to be spelled out.  (T-2). 

1.3.6.3.  Uncommon acronyms are not required to be spelled out in the evaluators comment 

sections.  Uncommon acronyms must be spelled out in the Remarks section.  Creating a 

continuation sheet solely to record acronyms is not authorized.  (T-2). 

1.3.7.  Waivers and Deviations.  Send requests for deviations or waivers through the wing 

commander or the comparative level to AFPC/DP3SP who, in turn, will forward the request to 

appropriate office of primary responsibility (OPR) listed in Table 1.1.  Finalized approved 

Tier 2, 3 and non-tiered waivers are forwarded to HQ Air Force, Directorate of Force 

Management Policy (AF/A1P) in accordance with AFI 33-360. 

1.3.7.1.  Waiver Process.  Waivers are processed in accordance with AFI 33-360 except as 

noted below. 
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1.3.7.1.1.  Tier 0 waiver:  The appropriate MAJCOM A1 submits the package to 

AFPC/DP3SP.  AFPC/DP3SP submits the package to AF/A1P for submission to the 

appropriate external agency/Non-Air Force authority for approval.  Package results will 

be provided to the appropriate MAJCOM A1. 

1.3.7.1.2.  Tier 1 waiver:  The appropriate MAJCOM A1 submits the package to 

AFPC/DP3SP.  AFPC/DP3SP processes/submits the package to AF/A1P or AF/A1 for 

final approval.  Package results will be provided to the appropriate MAJCOM A1. 

1.3.7.2.  Waivers and the Managers Internal Control Toolset.  The requesting 

commander/director will ensure appropriate waiver information is entered in the 

Management Internal Control Toolset within 7 calendar days of waiver approval 

notification. 

1.4.  Preparing and Processing Evaluations. 

1.4.1.  Career Briefs.  Evaluators are permitted to review a memberôs career brief when writing 

an evaluation. For officers, the brief will be used to aid in making recommendations for 

command, assignments, and Developmental Education.  For enlisted, the brief may be used as 

an aid in determining Senior Noncommissioned Officer stratification/endorsement level 

eligibility or junior enlisted forced distribution promotion recommendation. 

1.4.2.  Suspenses. 

1.4.2.1.  The Commanderôs Support Staff (CSS) and servicing Military Personnel Flight 

(MPF) work together to manage the evaluation system and monitor suspenses. Established 

suspenses should allow for the evaluation to be filed in the memberôs official record no 

later than 60 calendar days after the close-out date.  Evaluations will not be signed prior to 

the closeout date.  Note:  This does not preclude a draft copy being routed earlier.  (T-1). 

1.4.2.2.  OPRs and EPRs: 

1.4.2.2.1.  Due to the MPF no later than 30 calendar days after close-out.  (T-1). 

1.4.2.2.2.  Due to Air Force Personnel Center/Air Reserve Personnel Center 

(AFPC/ARPC) or office of record no later than 45 calendar days after close-out.  This 

suspense is to allow for any corrections that may be needed at the lower level.  (T-1). 

1.4.2.2.3.  Filed in the Automated Records Management System/Personnel Records 

Display Application (ARMS/PRDA) no later than 60 calendar days after the close-out.  

(T-1). 

1.4.2.3.  OPRs/EPRs directed by Headquarters United States Air Force or the National 

Guard Bureau (NGB) are due to the respective office by the suspense date established in 

the directing letter or message.  (T-1). 

1.4.2.4.  Complete referral evaluations in accordance with paragraph 1.10 and file in the 

appropriate record and/or place into ARMS/PRDA no later than 60 calendar days for 

RegAF personnel and 90 calendar days for non-Extended Active Duty personnel, after the 

close-out date of the evaluation.  (T-1). 

1.4.3.  When an Evaluation Becomes a Matter of Record. 
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1.4.3.1.  An evaluation is considered complete when all applicable signature elements are 

signed or completed.  Completed evaluations become a matter of record once they are 

uploaded into ARMS/PRDA.  Evaluations are considered ñworking copiesò until they are 

made a matter of record.  (T-1). 

1.4.3.2.  Evaluations transmitted to AFPC or ARPC are presumed to be complete yet will 

undergo a final review before processing into ARMS/PRDA.  Correction requests made 

after an evaluation becomes a matter of record must be submitted through the Evaluation 

Reports Appeal Board in accordance with Chapter 10.  (T-1). 

1.4.4.  Attachments to Evaluations.  Attachments are considered to be part of the evaluation.  

Acceptable attachments are referral memorandums, rebuttals to referrals (which could include 

AF Form 77s that are not part of the official record), endorsement memorandums.  (T-1). 

1.4.5.  Copying and Printing Evaluations. 

1.4.5.1.  Printing.  Print evaluation forms in the head-to-foot format.  Both sides of the form 

will be printed whether used or not.  Do not alter the form, (i.e., reduce or enlarge), other 

than for authorized administrative corrections, (i.e., white out on a date change for ñwetò 

signed evaluations).  (T-1). 

1.4.5.1.1.  Do not reproduce copies for purposes other than those noted below without 

the approval of AFPC/DP3SP or ARPC/DPTSC: 

1.4.5.1.1.1.  For official actions such as courts-martial, awards and decoration 

recommendations, promotion/demotion processing, discharge actions, appeal 

processing, and appropriate assignment actions by AFPC/ARPC/AFRC/RIO or 

AF/A1LO/DPG/DPE/REG assignment personnel.  Authorized personnel will 

provide copies.  (T-1). 

1.4.5.1.1.2.  On written authority of AF/A1LG for general officers; AF/A1LO for 

colonels on Extended Active Duty; AFPC/DP3SP for lieutenant colonels and below 

on Extended Active Duty; or the ARPC/DPTSE for Air National Guard (ANG) 

colonels and below, Air Force Reserve (AFR) officers not on Extended Active 

Duty, and Active Guard Reserve (AGR) or Voluntary Limited Period of Active 

Duty officers.  (T-1). 

1.4.5.1.1.3.  As authorized by AFI 33-332, Air Force Privacy and Civil Liberties 

Program, when requested by the ratee or his or her designated legal representative. 

1.4.5.1.1.4.  As required, provide copies for file in ARMS/PRDA, the Officer 

Selection Record/Senior Noncommissioned Officer Selection Record, the Officer 

Command Selection Record, or Adjutant General or National Guard/Human 

Resource record file.  (T-1). 

1.4.5.1.1.5.  To replace missing or lost documents in the Master Personnel Records 

Group.  Forms not digitally signed must be certified as a true copy.  (T-1). 

1.4.5.2.  Corrected Copies.  A corrected copy may be either a copy or an original document 

which contains changes from the original document.  Corrections authorized by the Air 

Force Board for Correction of Military Records or Evaluation Reports Appeal Board on 

ñwet signatureò evaluations may require a corrected copy annotation.  In these cases, the 

following statement will be entered on the reverse bottom margin:  ñCorrected Copy, 
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AFPC/DP2SPE or ARPC/DPT, XX XXX XX [date correction made], and certifying 

officialôs typed signature block and signature.ò  (T-1). 

1.4.5.3.  Legibility.  The Commanderôs Support Staff (CSS), Military Personnel Flight 

(MPF), and AFPC/DP2SPE will return copies that are difficult to read or do not comply 

with paragraph 1.4.5.  (T-1). 

1.4.6.  Showing and/or providing copies to the ratee.  Unless the evaluation is a referral, 

evaluators are not required to show or provide a copy of the evaluation to the ratee until the 

Rateeôs Acknowledgement is ready for completion.  (T-1). 

1.4.7.  Deactivated Organizations.  If a unit deactivates after the accounting date for the static 

close-out date (SCOD) EPRs, the deactivated unit will accomplish the EPRs, to include all 

forced distribution and senior rater endorsement processes.  If the unit deactivated prior to the 

accounting date, the gaining unit (the unit as of the accounting date) will accomplish all 

evaluation-related matters.  All affected units will coordinate with AFPC/DP2SPE on all 

actions associated with deactivating units.  (T-1). 

1.4.8.  Duty Air Force Specialty Code (DAFSC).  The DAFSC is based on the Unit Manpower 

Document authorization. 

1.4.8.1.  For officers, use the DAFSC assigned against and approved by AFPC as of the 

close-out date of the evaluation, as reflected within the Military Personnel Data System 

(MilPDS).  If the DAFSC is incorrect, initiate corrective action immediately, annotate the 

correct DAFSC on the evaluation, and attach a copy of the documentation reflecting the 

correction.  MPF personnel must confirm the requested change was approved and that the 

effective date of the change was on or before the close-out date of the evaluation before 

forwarding the evaluation to AFPC/ARPC.  If the requested change has not been approved 

by the date the evaluation is ready to send to AFPC/ARPC, the DAFSC on the evaluation 

will be changed to match the DAFSC approved in MilPDS. 

1.4.8.2.  For enlisted, use the DAFSC as of the established SCOD.  If the Airman has a 

Permanent Change of Station (PCS) or Permanent Change of Assignment (PCA), use the 

DAFSC as of the established accounting date.  The CSS/MPF personnel must ensure the 

correct information is reflected and/or updated in MilPDS. 

1.4.8.3.  For 365-day extended deployment billet, use the DAFSC assigned to the position 

and/or billet that the ratee is officially filling in the deployed location. 

1.4.9.  Rank Data.  Frocking is the practice of authorizing members who are selected for 

promotion to wear the higher rank before the actual promotion date.  For officer ranks, the rank 

must be the actual rank as of the close-out date of the evaluation, even if the officer has been 

frocked and regardless of the billet being filled.  For enlisted, the rank can be the actual or 

selected rank the ratee holds as of the static close-out date (i.e., TSgt-select). 

1.4.10.  Fitness Assessments. 

1.4.10.1.  It is the commanderôs discretion to annotate a non-current/failed Fitness 

Assessment within the reporting period on an evaluation.  Additionally, it is the 

commanderôs discretion to document the evaluation as a referral for a non-current/failed 

Fitness Assessment as of the close-out date. 
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1.4.10.2.  Comments regarding unit fitness achievements are authorized for Airmen who 

have a key role in the success of unit physical training programs.  Comments may include 

performance by physical training leaders, Unit Fitness Program Managers, First Sergeants, 

Superintendents, Section Commanders, Flight Chiefs, Commanders, and other members 

deemed integral to a particular organization's successful Fitness Program. 

1.4.10.3.  Do not include fitness scores or fitness categories on an evaluation, unless the 

individual did not meet fitness standards.  This does not prevent an evaluator from 

documenting referral comments in other areas outside of the fitness area when an Airman 

displays a negative attitude or has not demonstrated fitness improvement.  In those cases, 

the referral comments will address the behavior.  (T-1). 

1.4.10.4.  Do not comment on an exemption or the reason for exemption.  (T-1). 

1.4.10.5.  (Officers only)  Unit commanders may request close-out date extensions of up 

to 59 calendar days for officers to ensure resolution of any administrative or other 

significant issues. See paragraph 3.17 for details.  Note:  Extensions to enlisted SCOD 

are not authorized. 

1.4.11.  Non-Rated Periods.  In particular circumstances, non-rated periods may be authorized.  

The documentation and/or approval authority required will vary depending on the nature of the 

circumstances.  Likewise, the duration of authorized non-rated periods may also vary 

depending on the circumstances and other factors.  Therefore, non-rated periods must be 

considered individually as each Airmanôs circumstance and response are unique.  Being TDY 

or deployed is not an example of a non-rated period.  The following areas may warrant a non-

rated period: 

1.4.11.1.  Medical (physical, physiological, and/or psychological conditions; 

hospitalization, maternity, and/or convalescence in excess of 80 calendar days, including, 

but not limited to, Airmen in Patient Status):  The Airmanôs provider will initiate the 

recommendation for a non-rated period to the Airmanôs unit commander using AF Form 

469, Duty Limiting Condition Report. 

1.4.11.1.1.  Unit Commander (or equivalent) Duties/Considerations.  The presumption 

will be in favor of the Airman requesting the non-rated period.  Counsel Airmen 

directly to ensure they are fully informed regarding the reasonably foreseeable career 

impacts (and re-accomplish counseling prior to 60-day extensions, if applicable). 

1.4.11.1.2.  Approval Authority.  The unit commander/equivalent is the approval 

authority.  If the approval authority recommends disapproval, they must provide 

justification and forward the request to the memberôs wing commander/equivalent 

(delegable no lower than the vice wing commander/equivalent) for final 

approval/disapproval.  (T-1).  This may be accomplished on the AF Form 469 or a 

separate memorandum. 

1.4.11.2.  Sexual Assault (unrestricted reports only):  The Airman will submit the request 

using memorandum format (see example in Attachment 3) to his/her unit 

commander/equivalent for approval.  The unit commander or director will determine the 

non-rated period.  It is prohibited to include comments on any correspondence relating to 

or regarding the memberôs filing of a report of sexual assault, receiving support services, 

and/or participating in the investigative process and/or judicial proceedings. 
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1.4.11.2.1.  Unit Commander (or equivalent) Duties/Considerations.  See paragraph 

1.4.11.1.1 

1.4.11.2.2.  Approval Authority.  See paragraph 1.4.11.1.2. 

1.4.11.3.  Military or Civilian Confinement:  Non-rated periods of supervision, regardless 

of the number of days served, may be considered for Airmen in confinement during the 

reporting period.  The ratee's unit commander/equivalent will subtract periods of 

confinement using the total days documented on AF Form 2098, Duty Status Change, from 

the total number days of supervision, with the exception of Directed by Commander 

reports.  Directed by Commander reports accomplished to capture the egregious event(s) 

that resulted in confinement will not subtract days of confinement from the total number 

of days supervision. 

1.4.11.4.  Lengthy Initial Skills and Advanced Training Courses (enlisted only):  Non-rated 

periods are considered only for initial skills or advanced training courses in excess of 20 

continuous weeks.  The following training courses do not qualify for use of non-rated:  

initial skills and advanced training courses that are under 20 continuous weeks; all other 3-

, 5-, or 7-level training courses; or other specific skills-training courses (e.g. field 

detachment training, flight requalification courses, pre-deployment training) for which the 

ratee travels TDY. 

1.4.11.4.1.  Approval Authority.  AFPC/DP3SP serves as the approval authority for 

courses requesting consideration for non-rated periods of supervision.  All requests 

must be signed/submitted by the applicable training courseôs ADCON wing 

commander/senior rater.  For AETC courses of instruction requests will be routed 

through 2 AF/A1, who will review, consolidate, provide a recommendation and then 

forward to AFPC/DP3SP for final approval. 

1.4.11.4.2.  A minimum of one bullet is required in Sections III and IV of the AF Form 

911, and Sections III, IV and V of the AF Form 910.  Comments are optional in the 

remaining sections of both forms.  When comments are not included, enter the 

statement ñTHIS SECTION NOT USEDò.  Exception:  Referral evaluations will 

require the applicable referral comments in Section VII, VIII and/or Section IX of the 

AF Form 911, and Section VIII and/or Section IX of the AF Form 910.  Note:  Training 

squadrons are prohibited from replicating bullets for use across multiple EPRs.  

Comments must be unique to each traineeôs accomplishments and level of 

performance. 

1.4.11.5.  Personal Hardships.  Commanders may designate periods as non-rated if they 

determine an Airman is undergoing or has undergone personal hardships during the 

reporting period. 

1.4.11.6.  Notification. Once the non-rated period is approved, the Airmanôs rater will be 

notified and annotate the evaluation accordingly.  If additional non-rated periods are 

deemed necessary, notification will follow in the same manner. 

1.4.11.7.  Reporting.  The rater will not consider nor comment on the Airmanôs 

performance during a non-rated period.  However, the rater may include significant 

accomplishments if requested by the ratee.  If the non-rated period covers the entire 

reporting period, enter the statement:  ñAirman is not rated for this period: (date) through 
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(date).  No comments authorized in accordance with AFI 36-2406ò in Sections III, IV, and 

V in the AF Form 910; in Sections III and IV in the AF Form 911; sections IV, V and VI 

of the AF Form 707.  Enter ñTHIS SECTION NOT USEDò in sections VIII and IX of AF 

Form 910 or sections VII, VIII or IX of the AF Form 911. 

1.4.12.  Signatures, Signature Elements and Dates. 

1.4.12.1.  General Signature and Date Guidelines. 

1.4.12.1.1.  Do not sign or date before the close-out or ñThruò date.  Sign on or after.  

(T-1). 

1.4.12.1.2.  Do not sign blank forms or forms not containing ratings.  (T-1). 

1.4.12.1.3.  Do not use ñauto-signatureò pens or delegated ñCommon Access Cardò 

signatures.  (T-1). 

1.4.12.1.4.  Do not delay signing an evaluation due to pending personnel changes, 

promotions, or approval of a more prestigious duty title.  (T-1). 

1.4.12.1.5.  Do not ñback dateò the signature.  Exception:  If, after referring an 

evaluation to the ratee, the evaluation is reprinted for the purpose of including all 

evaluator comments or for making minor administrative corrections that do not require 

an additional referral to the ratee, all signature dates, up to and including the referring 

official(s), should reflect the date it was originally signed.  This is necessary to show 

the dates each referral action actually occurred to ensure the evaluation was properly 

processed.  All evaluators, subsequent to the (last) referring official will use either 

original signature dates or current signature dates.  (T-1). 

1.4.12.1.6.  If an evaluator is the Functional/Acquisition Examiner and the Air Force 

Advisor, identify both positions by placing an ñXò in both the examiner and the advisor 

blocks. 

1.4.12.2.  Digital Signatures and Dates. 

1.4.12.2.1.  All evaluators and reviewers must use digital signatures unless a 

Department of Defense (DoD) authorized digital signature is not available or when at 

least one evaluator or reviewer does not have DoD authorized digital signature 

capability.  If one evaluator or reviewer is unable to have digital signature capability, 

all evaluators and reviewers will wet sign and date.  Note:  When wet signed, print the 

AF Forms 707, 910, 911, and 912 head to foot and handwrite or stamp the dates. 

1.4.12.2.2.  The form is enabled with digital signature and auto date capability.  Forms 

will be auto-dated only when digital signature is applied. 

1.4.12.2.2.1.  Subsequent evaluators are unable to sign before the previous 

evaluator due to the security features associated with the digital signature 

capability. 

1.4.12.2.2.2.  Each evaluatorôs digital signature will lock their comments and 

ratings; additionally it will unlock the digital signature feature for the next 

evaluator. 

1.4.12.2.2.3.  The Air Force advisor/functional examiner and forced distributor or 
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unit commander/military or civilian director/other authorized reviewer digital 

signature capabilities are not locked and are independent of other evaluator 

signatures. 

1.4.12.3.  For Brigadier General (Brig Gen) and Major General (Maj Gen): 

1.4.12.3.1.  For Brig/Maj Gen Selects:  Upon Senate confirmation, selects may sign all 

evaluations as ñBrig Gen (Sel)ò or ñMaj Gen (Sel)ò, only when serving in a senior rater/ 

reviewer position or assigned to an authorized Brig Gen/Maj Gen position. 

1.4.12.3.2.  Frocked:  For all evaluations sign as ñBrig Genò or ñMaj Genò. 

1.4.12.3.3.  Upon Senate confirmation, for a Brig Gen-select who is already the 

designated senior rater for the lieutenants through majors in an organization, the 

Management Level must realign their Senior Rater Identifications and re-designate the 

selectee as the senior rater for the colonels and lieutenant colonels of the organization. 

1.4.12.3.4.  There can only be one senior rater on a report; see paragraph 1.7.1.7 for 

exceptions. 

1.4.12.3.4.1.  Only one general officer or equivalent will sign an evaluation as an 

evaluator/reviewer. 

1.4.12.3.4.2.  Senior Executive Service (SES)/General Officer Equivalents.  SES 

employees are typically general officer equivalents and, for some, senior rater 

positions.  On evaluations, if an SES employee is a senior rater then a general 

officer cannot sign the report.  However, if an SES employee is not a senior rater 

and falls under a general officer who is a senior rater, then both the SES employee 

and general officer signatures may sign the report.  There can be two SES employee 

signatures on an evaluation report as long as only one of them is designated by the 

Management Level as a senior rater and a general officer who is not a senior rater 

is not signing the report.  An SES employee is only required to use the term ñSenior 

Executive Serviceò and the level is optional in the signature element. 

1.5.  Evaluator Requirements. 

1.5.1.  Number of Evaluators. 

1.5.1.1.  OPRs will have three evaluators, unless the rater or additional rater is also the 

reviewer/senior rater.  (T-1). 

1.5.1.2.  EPRs will have at least two evaluators, unless the rater qualifies as a single 

evaluator.  (T-1). 

1.5.1.3.  AF Form 78 and AF Form 3538 will have two evaluators unless one evaluator 

qualifies as a single evaluator.  (T-1). 

1.5.1.4.  Promotion Recommendation Forms (PRFs) will have only one evaluator. 

1.5.1.5.  Training Reports (TRs) will have only one evaluator unless there is a disagreement 

(paragraph 1.9); or the evaluation is referred and the commander is not the evaluator 

named in the referral document as Referral Reviewer (paragraph 1.10); or the reviewer is 

senior to the commander and refers the evaluation. 

1.5.2.  Grade Requirement for Raters and Evaluators. 
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1.5.2.1.  Raters. 

1.5.2.1.1.  For officers.  The rater will be an officer of the U.S. or foreign military, or a 

civilian of equal or higher rank or grade than the ratee.  (T-1). 

1.5.2.1.2.  For Enlisted.  The rater will be an officer, another enlisted member of equal 

or higher rank than the ratee, or a civilian at least GS-5/equivalent or higher and in a 

position higher in the rating chain than the ratee.  A Senior Airman (SrA) must complete 

Airman Leadership School prior to assuming or being assigned rater responsibilities.  

(T-1). 

1.5.2.1.3.  Additional Requirements for Individual Mobilization Augmentees (IMAs).  

The rater will not normally be another IMA.  When circumstances require an IMA 

directly supervise another IMA, the rater will be appointed by the respective unit 

commander/director in coordination with the IMAôs detachment commander.  IMAs or 

Traditional Reservists may supervise/rate RegAF personnel only if on consecutive 

active duty Military Personnel Appropriation orders for a minimum of 120 calendar 

days.  Reserve members on active duty orders for a minimum of 120 calendar days or 

members on statutory tours may supervise/rate RegAF members under their command 

or operational direction.  (T-1). 

1.5.2.2.  Additional Raters. 

1.5.2.2.1.  For officers.  The additional rater will be an officer in the U.S. or foreign 

military or a civilian serving in a grade equal to or higher than the rater, and in a grade 

higher than the ratee.  Exception:  An O-6 of the U.S. or a foreign military service may 

be the additional rater for an O-6.  (T-1). 

1.5.2.2.2.  For enlisted.  The additional rater will be an officer or E-7 or above in the 

U.S. or foreign military serving in a grade equal to or higher than the rater.  When the 

raterôs rater does not meet the grade requirements below, the additional rater will be 

the next evaluator in the rating chain that meets the requirements.  (T-1). 

1.5.2.3.  Civilian Additional Raters. 

1.5.2.3.1.  For officers, a civilian additional rater must be in a civilian grade equal to or 

higher than the rater. 

1.5.2.3.2.  For enlisted.  A civilian additional rater must be serving in a civilian grade 

equal to or higher than the rater.  (T-1). 

1.5.2.3.3.  For TSgt and below.  A civilian additional rater must be at least a GS-

7/equivalent.  (T-2). 

1.5.2.3.4.  For MSgt and CMSgt.  A civilian additional rater must be at least a GS-

11/equivalent.  (T-1).  

1.5.2.3.5.  For extended active duty officers and all Individual Mobilization 

Augmentees.  The additional rater is defined in the paragraphs above and must be in 

the RegAF rating chain.  (T-1). 

1.5.2.4.  Reviewer/Senior Rater/Final Evaluator.  Senior raters are assigned to and 

identified by the senior rater position designated by the Management Level for the rateeôs 

assigned organizational Personnel Accounting Symbol (PAS) code.  (T-2). 
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1.5.2.4.1.  Military Senior Raters /Reviewer/Final Evaluator.  The head of Management 

Level, normally the MAJCOM/CC, designates all senior rater positions.  Appointment 

of command (G-series orders) does not automatically authorize senior rater status.  (T-

1). 

1.5.2.4.1.1.  For Officers.  The reviewer must be the rateeôs Senior Rater and will 

be the final evaluator on the OPR.  (T-1).  Exception:  When the rater or additional 

rater is also the senior rater, the OPR will close-out at this level. See Table 3.1.  

Also, when a senior rater refers the evaluation, the officer named in the referral 

memorandum becomes the final evaluator, unless they refer the evaluation again. 

1.5.2.4.1.1.1.  For lieutenant colonels and colonels (except Air National Guard).  

The reviewer is the first general officer/equivalent, including selects, in the 

rating chain designated as a senior rater Management Level.  (T-1). 

1.5.2.4.1.1.2.  For lieutenants through majors (except ANG).  The reviewer is 

the first colonel/equivalent in a wing commander/equivalent position 

designated as a senior rater.  (T-1). 

1.5.2.4.1.1.3.  For ANG colonels, the first general officer in the rating chain will 

review the OPR.  (T-1). 

1.5.2.4.1.1.4.  For ANG lieutenant colonels and below, the reviewer is the wing 

or group commander.  For a member assigned to a unit where there is no parent 

wing or group headquarters in-state, the state Adjutant General will establish 

an equivalent command-level review authority.  (T-2). 

1.5.2.4.1.1.5.  AFRC may deviate and assign senior rater levels as appropriate 

for Air Force Reserve unit assigned majors and below.  (T-2). 

1.5.2.4.2.  Civilian Senior Rater/Reviewer/Final Evaluator. 

1.5.2.4.2.1.  For officers. 

1.5.2.4.2.1.1.  For majors and below.  A civilian Senior Rater/Reviewer/Final 

Evaluator must be at least a GS-15 and serving as a wing commander/equivalent 

in a senior rater position.  (T-1). 

1.5.2.4.2.1.2.  For lieutenant colonels and colonels.  A civilian senior rater is 

the first Senior Executive Service employee/equivalent in the rating chain in a 

senior rater position.  (T-1). 

1.6.  Roles and Responsibilities. 

1.6.1.  Commander.  The commander of an organization must review the records of all 

personnel, regardless of grade, assigned/attached under his/her command, to ensure knowledge 

of and familiarization with the Airmanôs history, to include any sex-related offenses, 

nonjudicial punishment, or other punitive administrative action.  (T-2).  Sex-related offenses 

include violations or attempted violations of the Uniform Code of Military Justice (UCMJ) 

articles 93a, 120, 120b, 120c, 130, or equivalent state offenses. 

1.6.2.  General Evaluator/Reviewer Responsibilities.  All evaluators and reviewers are 

responsible for performing an administrative review of all evaluations and, if necessary, return 

them for correction/completion before forwarding to the next level to ensure:  (T-1). 
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1.6.2.1.  All applicable blocks are completed (marked, dated, and signed). 

1.6.2.2.  Evaluations contain accurate information (particularly in the ratee identification 

and job description sections). 

1.6.2.3.  Evaluations do not contain inappropriate comments or recommendations. 

1.6.2.4.  Evaluations are properly referred, when necessary. 

1.6.3.  Rater. 

1.6.3.1.  For officer evaluations, the required minimum number of days of supervision 

ranges from 60 to 120 calendar days.  See Tables 3.2 and 3.3.  For enlisted evaluations, 

there is no minimum days of supervision to prepare an evaluation.  (T-1). 

1.6.3.2.  Ensures the ratee is aware of who is in his or her rating chain.  (T-1). 

1.6.3.3.  Provides an Airman Comprehensive Assessment in accordance with Chapter 2. 

If geographically separated, assessments can be performed electronically or telephonically.  

(T-1). 

1.6.3.4.  Considers the contents of any Unfavorable Information File and/or Personal 

Information File, if applicable, before preparing the performance evaluation.  (T-1). 

1.6.3.5.  Assesses and documents the rateeôs performance, what the ratee did, how well he 

or she did it, and the rateeôs potential based on that performance, throughout the rating 

period.  The rater differentiates through an evaluation of performance.  (T-1). 

1.6.3.6.  Receives meaningful information from the ratee and as many sources as possible 

(i.e. Letters of Evaluation (LOEs) from those who previously supervised the ratee during 

the reporting period, the First Sergeant, etc.), especially when the rater cannot observe the 

ratee personally.  The ratee is encouraged to provide the rater with inputs on specific 

accomplishments; however, the ratee will not be directed to write or draft any portion of 

his or her own performance report.  Air Reserve Component (ARC) members should 

provide information to the supervisor to assist in the preparation of the evaluation, 

including notable military and civilian accomplishments and end-of-tour evaluations. 

1.6.3.7.  Considers the significance and frequency of incidents (including isolated 

instances of poor or outstanding performance) when assessing total performance. 

1.6.3.8.  Differentiates between ratees with similar performance records; especially when 

making promotion, stratification, assignment, Developmental Education and retention 

recommendations when not prohibited by this Air Force Instruction or other special 

program specific guidance. 

1.6.3.9.  Records the rateeôs performance for the rating period on the applicable form. 

1.6.3.10.  A raterôs failure to perform one or more of the above responsibilities alone will 

not form the basis for a successful appeal. 

1.6.4.  Additional Rater. 

1.6.4.1.  There is no minimum number of days supervision required. 



AFI36-2406  14 NOVEMBER 2019 21 

1.6.4.2.  Reviews the content of any Unfavorable Information File and/or Personal 

Information File, if applicable, and returns evaluations to raters for reconsideration, if 

appropriate, to ensure an accurate, unbiased, and an uninflated evaluation. 

1.6.4.3.  Completes Section V of the OPR, Section VIII of the AF Form 910, and Section 

VII of the AF Form 911 by concurring or non-concurring with the rater and making 

comments. 

1.6.4.4.  Assumes the responsibilities of the rater when paragraph 1.7 applies.  Note:  This 

does not include PCS, PCA, separation, or retirement of the rater. 

1.6.5.  Reviewer/Senior Rater /Final Evaluator. 

1.6.5.1.  There is no minimum number of days supervision required. 

1.6.5.2.  Reviews the content of any Unfavorable Information File and/or Personal 

Information File, if applicable, and returns the evaluation to the rater for reconsideration, 

if appropriate, to ensure an accurate, unbiased, and uninflated evaluation. 

1.6.5.3.  Obtains additional information, if necessary, from competent sources such as the 

rateeôs second and third line supervisor. 

1.6.5.4.  Non-concurs with previous evaluators and makes comments, when applicable. 

1.6.5.5.  Approves the unit mission descriptions for the Promotion Recommendation Form.  

(T-2). 

1.6.5.6.  Directs the additional rater to assume raterôs responsibilities when paragraph 1.7 

applies.  (T-2). 

1.6.5.7.  Completes performance evaluations as required.  See applicable chapters and/or 

references/documents cited in paragraph 1.2.  (T-2). 

1.6.6.  First Sergeant. 

1.6.6.1.  Will not assume rater/additional rater responsibilities.  (T-2). 

1.6.6.2.  Wil l be aware of the contents of the Unfavorable Information File  and/or Personal 

Information File if applicable, on all enlisted evaluations and returns the evaluation to the 

rater for reconsideration, if appropriate, to ensure an accurate, unbiased, and an uninflated 

evaluation.  (T-2). 

1.6.6.3.  Will review all enlisted evaluations before the commanderôs review and advise 

the commander of any quality force indicators.  (T-2). 

1.6.6.4.  Senior Noncommissioned Officers will only be designated for organizations for 

which no 8F000/First Sergeant authorization exists.  (T-2).  Additional duty First Sergeants 

will not complete evaluation reviews in-lieu of an organizationôs 8F000/First Sergeant.  

Exception:  Interim First Sergeants, additional duty First Sergeants, or designated Senior 

Noncommissioned Officers may complete evaluation reviews when the organizationôs 

8F000/First Sergeant is unavailable due to extended absence (e.g., deployment, lengthy 

training, or lengthy convalescent leave).  (T-2). 

1.6.7.  Forced Distributor or Unit Commander/Military or Civilian Director/Other Authorized 

Reviewer designated in writing.  (T-2). 
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1.6.7.1.  Conducts the commanderôs review on EPRs.  (T-2). 

1.6.7.2.  Reviews the content of any Unfavorable Information File and/or Personal 

Information, if applicable, and returns the evaluation to the rater for reconsideration, if 

appropriate, to ensure an accurate, unbiased, and an uninflated evaluation.  (T-2). 

1.6.7.3.  The review is performed by the commander, director, or other delegated 

officer/official on G-series orders. Delegated members will use their assigned duty title on 

the EPR -- not "Commander" or "Director".  (T-2).  The Unit Commander/Military or 

Civilian Director/Other Authorized Reviewer's review will be accomplished by the home 

station commander for all individuals assigned to 365-day extended deployment, 

regardless of the grade of the deployed rater and additional rater.  (T-2). 

1.6.7.4.  Flight commanders are not authorized to sign in this area. 

1.6.7.5.  Commandants for Senior Noncommissioned Officer/ Noncommissioned Officer 

Academy designated in writing by the commander complete the Unit Commander/Military 

or Civilian Director/Other Authorized Reviewerôs review on AF Form 911 only.  (T-2). 

1.6.7.6.  Manages the performance evaluation program for the organization.  (T-2). 

1.6.7.7.  Ensures all evaluations accurately describe performance and make realistic 

recommendations for advancement. 

1.6.7.8.  Prepares and maintains the unit mission description for the Promotion 

Recommendation Form. 

1.6.7.9.  Determines the rating chain for assigned personnel based on Air Force and 

Management Level policy. 

1.6.7.9.1.  The rateeôs parent Management Level must approve rating chains that 

involve evaluators from other Management Levels. 

1.6.7.9.2.  For rating chain deviations see paragraph 1.7. 

1.6.7.10.  Ensures that no one in the rating chain is related to the member.  (T-1). 

1.6.7.11.  Ensures the First Sergeant (or additional duty First Sergeant/designated Senior 

Noncommissioned Officer) conducts a quality force review on all EPRs before conducting 

the commanderôs review.  (T-1). 

1.6.8.  Functional Examiner, Acquisition Examiner and Air Force Advisor. 

1.6.8.1.  Functional/Acquisition Examiner or Air Force Advisor Block. 

1.6.8.1.1.  For evaluations that do not include an examiner/advisor block, an AF Form 

77 may be completed. 

1.6.8.1.1.1.  Functional/Acquisition Examiners or Air Force Advisors who desire 

to make comments may attach an AF Form 77. 

1.6.8.1.1.2.  Comments are not mandatory.  However, if used, the intent of these 

comments are to provide clarification and ensure the evaluation is written in 

accordance with Air Force policy and standards in a joint environment or to clarify 

functional or acquisition-related considerations; not to list additional 

accomplishments or voice disagreement with an evaluatorôs assessment.  
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Comments are limited to five lines. 

1.6.8.1.1.3.  The AF Form 77 will be prepared and electronically forwarded along 

with the electronic evaluation.  (T-1). 

1.6.8.1.2.  Functional/Acquisition Examiners or Air Force Advisors will not change 

any statement or rating on the performance evaluation.  (T-1). 

1.6.8.1.3.  If the Functional/Acquisition Examiner and the Air Force Advisor are the 

same person, both positions will be indicated; both the Functional Examiner and Air 

Force Advisor blocks will be marked on the OPR/EPR.  For evaluations that do not 

include the Examiner/Advisor block (i.e. Training Reports (TR), the Examiner/Advisor 

will indicate both positions on the AF Form 77.  (T-1). 

1.6.8.1.4.  When the Examiner and Advisor are two different people on an OPR/EPR, 

the person who receives the evaluation first will complete the Functional Examiner/Air 

Force Advisor block on the OPR/EPR and the next person will complete an AF Form 

77.  For evaluations that do not include the Examiner/Advisor block, an AF Form 77 

will be prepared for each.  (T-1). 

1.6.8.2.  Air Force Advisor Program. 

1.6.8.2.1.  When the final evaluator on an OPR, EPR or TR is not an Air Force military 

member or civilian employee, an Air Force Advisor will be designated to advise raters 

on matters pertaining to Air Force performance evaluations.  (T-2). 

1.6.8.2.1.1.  The senior Air Force military member on duty with the activity/agency 

assumes this position.  Management Level may designate any Air Force member 

or Department of the Air Force official meeting the grade requirement with the 

activity/agency to serve as advisor. 

1.6.8.2.1.1.1.  For officers, the advisor will be a colonel or above.  (T-2). 

1.6.8.2.1.1.2.  For Senior Noncommissioned Officers (SNCOs), the advisor 

will be a Major or above.  (T-2). 

1.6.8.2.1.1.3.  For TSgts and below, the advisor will be a MSgt or above.  (T-

2). 

1.6.8.2.1.1.4.  For Individual Mobilization Augmentees and Participating 

Individual Ready Reserve members, the advisor is the person appointed by the 

Management Level for the active force (for IMA this will be unit of assignment; 

for PIRR this will be unit of attachment). 

1.6.8.2.1.2.  When an agency (i.e., DoD departments, non-Air Force schools/units) 

has only one Air Force member assigned, the Management Level for that activity 

appoints an advisor.  (T-2). 

1.6.8.2.1.3.  If the commander or designated Air Force officer/senior official who 

completes the "commander's review" is senior/equal to the last evaluator (or is also 

the unitôs designated advisor) and meets Air Force Advisor grade requirement, the 

advisor statement does not need to be completed. 

1.6.8.2.2.  The advisor signs prior to the final evaluator regardless of rank. 
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1.6.8.2.3.  An Air Force Advisor will have, or be able to obtain, knowledge of the ratee, 

be higher in grade than the ratee and, when feasible, be equal to or higher in grade than 

the senior rater (officers) or final evaluator (enlisted).  Additionally, an O-6 cannot sign 

on another O-6.  (T-1). 

1.6.8.3.  Functional Examiner.  Designated to ensure functional oversight is provided for 

individuals in specific career fields.  The examiner accomplishes the examination after the 

entire rating chain has completed the performance evaluation.  If an Air Force Advisor 

review is also required, the examiner forwards the evaluation to the advisor.  Otherwise, 

the examiner forwards the evaluation to the rater to finalize the evaluation.  Note:  The 

examiner will not change any statement or rating on an evaluation nor will any comments 

be used for accolades or recommendations.  If comments are used, the examiner is limited 

to five lines placed on AF Form 77.  (T-2). 

1.6.8.4.  Acquisition Examiner. 

1.6.8.4.1.  In accordance with 10 U.S.C. § Section 1722(g), provide an opportunity for 

review and inclusion of comments on any performance evaluation of a person serving 

in an acquisition position by a person serving in an acquisition position in the same 

acquisition career field.  In most instances, this opportunity is inherent in the 

completion of the performance evaluation by acquisition officers in the rating chain.  

However, in the event neither the rater, additional rater, nor reviewer are on acquisition-

coded positions in the same acquisition position category, the ratee may request that 

the performance evaluation be examined by a qualified acquisition officer from outside 

the rating chain (i.e., an acquisition examiner). 

1.6.8.4.2.  Review by an acquisition examiner is completed only when the ratee 

requests a review and is filling an acquisition-coded position; and neither the rater, 

additional rater nor reviewer are on a coded position in the same acquisition position 

category. 

1.6.8.4.3.  Acquisition positions are identified on the unit manpower document and are 

also identified on the evaluation notice generated when an evaluation is required. 

1.6.8.4.4.  The acquisition examiner must be a person in an acquisition-coded position 

within the same acquisition position category as the ratee.  If the Management Level 

does not have anyone who meets the criteria herein, the Management Level can forward 

the evaluation to the Air Staff functional to identify an acquisition examiner.  The 

minimum grade of the examiner will be: 

1.6.8.4.4.1.  O-6 or civilian equivalent on a critical acquisition position (for 

officers). 

1.6.8.4.4.2.  O-4 or civilian equivalent (for enlisted). 

1.6.8.4.5.  The acquisition examiner accomplishes the acquisition examination after the 

entire rating chain has completed the performance evaluation.  (T-3). 

1.6.8.4.6.  Comments are not mandatory, but if desired for clarification about 

acquisition-related considerations, the examiner prepares an AF Form 77 according to 

Table 5.1 for attachment to the performance evaluation.  The examiner will not change 

any statement or rating on the evaluation, nor will an AF Form 77 be used simply to 
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include additional comments, accolades, recommendations, etc.  If used, comments are 

limited to five lines.  (T-3). 

1.6.9.  Ratee. 

1.6.9.1.  The ratee is responsible for knowing the rating chain and ensuring they receive an 

Airmen Comprehensive Assessment in accordance with Chapter 2. 

1.6.9.2.  For OPR/EPR responsibilities see Chapters 3 and 4. 

1.6.9.3.  For Promotion Recommendation Form responsibilities see Chapter 8. 

1.6.9.4.  For appeals see Chapter 10. 

1.6.9.5.  Ratee Review.  Ratees will review his/her evaluation prior to signing.  Ratees are 

encouraged to check for typos, spelling, and inaccurate data and to bring any discrepancies 

to the raterôs attention.  Note:  An Airmen Comprehensive Assessment worksheet is not 

required upon completion of the OPR/EPR.  The OPR/EPR serves as official 

documentation of the feedback provided to the ratee. 

1.6.10.  Military Personnel Flight (MPF) and Commanderôs Support Staff (CSS). 

1.6.10.1.  The MPF and CSS will work together in managing the Officer and Enlisted 

Evaluation Systems for organizations under their purview, to include Geographically 

Separated Units.  Managing includes reviewing all evaluations for administrative accuracy 

and policy compliance and updating the MilPDS.  (T-2). 

1.6.10.2.  Provide technical assistance to the commander and evaluators. 

1.6.10.3.  Evaluations will be routed within the evaluations system for digitally signed 

evaluations.  Wet signature evaluations will be scanned and loaded into the vPC for 

transmittal to AFPC or ARPC.  (T-1). 

1.6.10.4.  Coordinates referral reports with appropriate work centers in the MPF to ensure 

MilPDS updates are accomplished.  (T-2). 

1.6.10.5.  MPFs will return evaluations to be re-accomplished when they do not conform 

to the requirements of this instruction.  (T-2). 

1.6.11.  Major Commands (MAJCOM).  The Management Level and their servicing personnel 

activity. 

1.6.11.1.  Designate Senior Rater positions and determine civilian equivalency for senior 

rater designations.  Note:  If the Vice Commander is assuming Commanderôs 

responsibilities and the Management Level wants them to have senior rater responsibilities, 

the Management Level must appoint the Vice Commander Senior Rater responsibilities in 

writing. 

1.6.11.2.  Manage the performance evaluation program for their activity, and at their 

option, quality review Promotion Recommendation Forms and return them for correction, 

when necessary. 

1.6.11.3.  Print copies of digitally signed evaluations from ARMS/PRDA. 

1.6.11.4.  Approve evaluators to be from a different Management Level than that of the 

ratee in accordance with Management Level policy. 
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1.6.11.5.  Appoint Air Force Advisors in writing and ensure these individuals are current 

on evaluation policies and procedures. 

1.6.11.6.  Appoint Acquisition Examiners and establish OPR routing procedures when the 

examination cannot be accomplished within the existing rating chain. 

1.6.12.  Headquarters Air Force (AF). 

1.6.12.1.  AF/A1 approves policy regarding the Air Force Officer and Enlisted Evaluation 

Systems. 

1.6.12.2.  AF/A1P establishes policy on Air Force Officer and Enlisted Evaluation System. 

Establishes an annual evaluation systems program review to determine if improvements or 

changes are needed. 

1.6.13.  HQ Air Force Personnel Center (AFPC). 

1.6.13.1.  AFPC/DP3SP implements and oversees execution of the Air Force Officer and 

Enlisted Evaluation System program. (T-1). 

1.6.13.2.  AFPC receives all RegAF EPRs/OPRs via vPC. 

1.6.13.3.  AFPC reviews all referral evaluations on officers (Lt through Lt Col), SNCOs, 

TSgts, and a random sampling (no less than 20%) of all other evaluations for compliance 

with policy directives and this instruction; returns them for correction when necessary.  (T-

1). 

1.6.13.4.  AFPC forwards all RegAF evaluations to ARMS/PRDA.  (T-1). 

1.6.14.  Headquarters Air Reserve Personnel Center (ARPC). 

1.6.14.1.  Receives all evaluations for ARC members via vPC.  (T-1). 

1.6.14.2.  Forwards all ARC evaluations to ARMS/PRDA.  (T-1). 

1.7.  Rating Chain Deviations and Evaluator Changes.  This paragraph does not apply to rater 

changes due to PCS, PCA, separation, or retirement of the rater.  (T-1). 

1.7.1.  Rating Chain Deviations. 

1.7.1.1.  The commander determines the rating chain for assigned personnel based on Air 

Force and Management Level policy.  Commanders may deviate from the normal 

(supervisory) rating chain when necessary to meet grade requirements or to accommodate 

unique organizational structures and situations where personnel are temporarily assigned 

to other activities outside the rateeôs assigned PAS code.  (T-2). 

1.7.1.1.1.  The rateeôs parent Management Level must approve rating chains that 

involve evaluators from other Management Levels; however, both Management Levels 

(the parent and the temporary management level) must formally agree to the rating 

chain deviation.  (T-2). 

1.7.1.1.2.  A rating chain deviation must be in effect for at least 12 months or longer, 

for the temporary management level to be able to sign reports.  (T-2).  If there is a 

rating chain deviation for less than 12 months, then the parent Management Level must 

sign all reports.  (T-1). 
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1.7.1.1.3.  Upon rating chain deviation approval, the temporary management level will 

be responsible for writing the memberôs OPR, PRF, LOEs, decorations, etc. until the 

member is matrixed back under their parent management level.  (T-1).  Example:  A 

major is on loan from a wing to the Numbered Air Force commander to fill an executive 

officer position for 12 months.  Through agreement with the parent Management Level 

and temporary management level, the parent management level can approve a rating 

chain deviation.  Once approved, the Numbered Air Force commander will sign the 

officerôs OPR, PRF, LOEs, decorations, etc. 

1.7.1.1.4.  It is prohibited to make rating chain deviations (such as skipping an 

evaluator) solely for reasons of convenience.  (T-1).  Example:  Do not skip a raterôs 

rater who is temporarily unavailable (on leave, TDY, etc.).  Do not skip a raterôs rater 

for the sole purpose of affording another official in the supervisory chain (i.e., the 

raterôs rater or the senior rater) the opportunity to endorse or comment in an evaluation. 

1.7.1.1.5.  Associate Unit:  A unit which integrates members or units of one component 

of the Air Force with members or units of another component of the Air Force to 

accomplish the United States Air Force (USAF) mission (e.g., Air Force Reserve 

(AFR)/Air National Guard (ANG) with the Regular Force).  In these cases, evaluation 

rating chains may involve different AF components and shall normally be written by 

the memberôs day-to-day supervisor with additional rater in accordance with affected 

Management Level direction.  However, evaluations MUST be returned to the 

member's Administrative Control commander/reviewer/Senior Rater to finalize the 

evaluation/endorsement.  This allows for maximum operational integration and 

reporting accuracy while still meeting administrative (PAS code driven) requirements. 

1.7.1.2.  Flight Commander/Flight Chief Rating Chains.  For flight commander and flight 

chief rating chains, when an officer leads a flight, the position is flight commander and is 

rated by the squadron commander.  When an enlisted person or civilian leads a flight, the 

position is a flight chief.  Applicable to both the operational and the functional 

communities. 

1.7.1.3.  Personnel assigned to 25th Air Force:  The OPRs of the National Security Agency 

(NSA) field site directors at NSA/Commander Support Staff/Human Resource Specialist 

(CSS/HR Specialist) Texas, Misawa Cryptologic Group, and Menwith Hill Station will 

have Director of NSA (DIRNSA) as the additional rater.  The OPR reviewer for these 

evaluations will be 25 AF/CC.  This will result in the OPR reviewer being lower in rank 

than the additional rater.  In this case, enter the applicable mandatory statement 

ñReviewerôs rank is lower than the Previous Raterò in the remarks section of the evaluation.  

(T-1). 

1.7.1.3.1.  25th Air Force (25AF) Groups in Air Force Space Command (AFSPC), Air 

Forces Europe (USAFE), Pacific Air Forces (PACAF) and Air Combat Command 

(ACC).  Rating Chains/Signature Authorities for Intelligence, Surveillance and 

Reconnaissance Groups (ISRG); the 480 Intelligence, Surveillance, and 

Reconnaissance Wing (ISRW); and 70 ISRG will rate the Intelligence, Surveillance 

and Reconnaissance (ISR) Group/CCs. 

1.7.1.3.2.  The supported Numbered Air Force (NAF) commander (or when there is no 

NAF, the supported MAJCOM commander) will be the additional rater and senior 
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rater/reviewer.  Management Level will be the respective supported MAJCOM 

commander.  25 AF/CC will endorse each officerôs report in the Functional 

Examiner/Air Force Advisor block.  This policy will apply to current and future 25AF 

ISR Groups, 480 ISRW, and 70 ISRW with the same configuration.  This policy applies 

only to 25AF ISR Group Commanders.  All other 25AF personnel will follow the rating 

chain established in accordance with paragraph 1.7.1.1. 

1.7.1.4.  Military Medical Treatment Facility (MTF) Directors. 

1.7.1.4.1.  The Defense Health Agency (DHA) Director, or designated representative, 

will be the rater for the MTF Director.  The installation commander will be the 

additional rater for the MTF Director.  If the grade of the AF additional rater or senior 

rater is lower than the DHA rater, enter the required statement, "REVIEWERôS 

GRADE IS LOWER THAN THE PREVIOUS RATER" in section VI of AF Form 707.  

(T-1). 

1.7.1.4.2.  The Senior Rater (SR)/Reviewer will be the first AF general officer filling a 

position no lower than numbered air force commander, or equivalent.  In the instance 

that the installation commander is a general officer, the installation commander would 

be the Additional Rater and the Reviewer.  Reviewer statement will read ñTHE 

ADDITIONAL RATER IS ALSO THE REVIEWERò.  (T-1). 

1.7.1.4.3.  The Management Level will be the respective supported MAJCOM 

commander.  (T-1). 

1.7.1.4.4.  This policy applies to AF MTF Directors.  All other AF medical unit 

commanders and personnel will follow normal rating chains in accordance with 

paragraph 1.7.1.1.  (T-1). 

1.7.1.4.5.  This policy applies to current and future medical units that are also defined 

as MTFs and configured as wings, groups, squadrons, or flights. 

1.7.1.5.  Senior Defense Official/Defense Attaché (SDO/DATT) Program. 

1.7.1.5.1.  SDO/DATT personnel will be rated by Defense Intelligence Agency. 

1.7.1.5.2.  SDO/DATT personnel will be additional rated by their respective 

Combatant Commands (COCOM). 

1.7.1.5.3.  For individuals assigned or attached to a COCOM, normal processing 

procedures apply.  Reviewer statement will read ñTHE RATER IS ALSO THE 

REVIEWERò and/or ñTHE ADDITIONAL RATER IS ALSO THE REVIEWERò.  

Promotion Recommendation Forms (PRFs) in these cases, will be accomplished by the 

COCOM. 

1.7.1.5.4.  For individuals assigned or attached to DIA, reviewer statement will read 

ñTHE RATER IS ALSO THE REVIEWERò and/or ñTHE ADDITIONAL RATER IS 

ALSO THE REVIEWERò and comments will still be allowed in the additional rater 

block by COCOM. 

1.7.1.6.  If the grade of the home station senior rater is lower than the deployed rater, enter 

the required statement ñREVIEWERôS GRADE IS LOWER THAN THE PREVIOUS 

RATERò. 
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1.7.1.7.  Currently paragraph 1.4.12.3.2 prohibits multiple general officers from serving 

as evaluators on performance evaluations.  However, for members filling the MTF Director 

role, SDO/DATT personnel, or an authorized 365-day deployment billet, multiple general 

officers are authorized.  When applicable, enter ñTWO GENERAL OFFICERS 

AUTHORIZED IAW AFI 36-2406ò. 

1.7.1.7.1.  Enlisted personnel at home station only (AF Form 911).  Multiple general 

officer endorsements are authorized when the rater is a general officer but not a senior 

rater, and the ratee has been selected for senior rater stratification/endorsement.  (T-2).  

In such cases the rater will complete AF Form 911, Sections III through VII.  

Comments are only authorized in Sections III through IV.  Section VII will include the 

mandatory statement ñThis Section Not Usedò and the applicable raterôs signature 

element and signature.  The senior rater will complete Section IX, to include the 

applicable senior rater stratification drop-down.  The officer designated as the unit 

commander will complete Section VIII.  (T-1). 

1.7.1.8.  In cases where the rater is a general officer (single evaluator) on an evaluation 

written on an individual filling an authorized 365-day deployment billet, enter the required 

statement ñTHE RATER IS ALSO THE REVIEWERò and/or ñTHE ADDITIONAL 

RATER IS ALSO THE REVIEWERò.  (T-1). 

1.7.1.9.  General officers signing referral reports.  If the senior rater is a general officer, 

and is the evaluator who refers the evaluation, the referral document will be the senior 

raterôs rater regardless of rank.  Enter the required statement ñTWO GENERAL 

OFFICERS AUTHORIZED IAW AFI 36-2406ò.  (T-1). 

1.7.2.  Removal of Evaluator from Rating Chain.  Evaluators are not removed from the rating 

chain based solely on a rating disagreement; nor are they removed from their evaluator 

responsibilities automatically.  However, evaluators who are subject to a complaint of 

harassment or assault are prohibited from evaluating the complainant and will be removed 

from the complainantôs rating chain.  (T-1).  Cases involving threats of reprisal or retaliation 

are serious allegations and has the potential to impede trust and readiness.  Therefore, removing 

an evaluator from a rating chain for either of these reasons will be at the commanderôs 

discretion.  (T-1). 

1.7.2.1.  If it is determined that removal from evaluator responsibilities is necessary, the 

removing official must provide written notification of the action to the evaluator being 

removed, with information copies to the removed evaluatorôs immediate subordinate(s) 

and any other evaluators in the rating chain, through and including the senior rater.  (T-1).  

This action must be accomplished, and the evaluator being removed must acknowledge 

receipt within 30 calendar days from the date, or the date of discovery, of the incident that 

led to the removal from evaluator responsibilities.  (T-1). 

1.7.2.2.  If the rater has died, is missing in action, captured or detained in captive status, 

incapacitated, or when directed by the reviewer/senior rater (officers) or commander 

(enlisted) because the rater is formally relieved from duties as an evaluator or relieved from 

duty for cause, the additional rater assumes the responsibilities and acquires the number of 

days supervision (for AF Form 707 only)/Airmen Comprehensive Assessment dates of the 

original rater.  When this occurs, a statement explaining why the rater did not prepare the 

evaluation must be included in the remarks section of the evaluation.  (T-1). 
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1.7.2.2.1.  Evaluations already prepared by a rater under these circumstances are 

working copies and may be re-accomplished unless they have become a matter of 

record.  (T-1). 

1.7.2.2.2.  When the additional rater has insufficient knowledge to prepare the 

evaluation for the required period of supervision, they must gather knowledge of the 

ratee's duty performance from all available, reliable sources (First Sergeant, former 

supervisors).  (T-1). 

1.7.2.3.  In some instances, it may be more practical or desirable for another individual 

who has current knowledge of the ratee to assume the raterôs responsibilities (Example:  

When the additional rater is physically/geographically separated from the ratee).  In this 

case, the unit commander submits the request through the CSS/MPF to the senior rater for 

approval.  (T-3). 

1.7.2.4.  If a rater cannot obtain sufficient knowledge of a ratee, AFPC/DP3SP, AF/A1LO, 

AF/A1LE, AF/A1LG, the ARPC/DPTSE, NGB/A1P, NGB/HR or NGB-GO (for ANG 

general officers including brigadier general selects, not on extended active duty) authorizes 

filing an AF Form 77 in the ratee's records stating why an evaluation could not be prepared 

for the period.  (T-1). 

1.7.2.5.  The next evaluator in the rating chain (the additional raterôs rater) assumes the 

responsibilities of the additional rater when the additional rater is unable to perform 

evaluator duties.  See paragraphs 1.7.1 and 1.7.2 for applicable reasons.  (T-1).  When the 

additional raterôs rater is also the reviewer/final evaluator, he/she completes the Additional 

Raterôs Comments section and Reviewer/Final Evaluatorôs Comments of the applicable 

form and closes the evaluation.  (T-1). 

1.8.  Evaluatorôs Mandatory Considerations. 

1.8.1.  Convictions.  Any conviction for a violation of criminal law of the U.S. or of any other 

country must be reported, in writing, by all officers and enlisted members.  (T-1).  For RegAF 

and ARC members in active status, members will report a conviction to their rater within 72 

hours of the date of the conviction.  For ARC members not in active status, members will report 

the conviction to their wing commander/equivalent at the first drill period or within 30 calendar 

days of the date of the conviction, whichever is earlier.  For Individual Ready Reserve, 

members will report the conviction to the Air Reserve Personnel Center (ARPC) within 30 

calendar days of the date of the conviction.  (T-0).  See FY2006 National Defense 

Authorization Act and Public Law 109-163, §554, 119 Stat. 3136, 3264-65. 

1.8.1.1.  For purposes of this policy, the term ñconvictionò includes a plea or finding of 

guilty, a plea of nolo contendere (no contest), and all other actions tantamount to a finding 

of guilty, including adjudication withheld, deferred prosecution, entry into adult or juvenile 

pretrial intervention programs, and any similar disposition of charges. 

1.8.1.2.  For purposes of this policy, a criminal law of the U.S. includes any military, 

federal, state, district, commonwealth, territory/equivalent, county, parish, municipality, 

city, township, local subdivision, or foreign criminal law or ordinance. 

1.8.2.  Sex-related Offenses.  Document substantiated offenses in the permanent record.  (T-

1).  This includes any substantiated allegation of a sex-related offense that results in conviction 
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by court-martial, nonjudicial punishment, or other punitive administrative action (i.e., Letter 

of Reprimand).  Documenting sex-related offenses in an evaluation does not limit or prohibit 

the Airman from challenging the placement or appealing for removal. 

1.8.3.  Equal Opportunity and Treatment.  Unlawful discrimination and sexual harassment 

violate the very premise of what it means to be an Airman.  Evaluators must ensure compliance 

with DoD and Air Force directives prohibiting such behavior and document deviations on 

evaluations as prescribed in AFI 36-2706, Equal Opportunity Program, Military and Civilian. 

1.8.4.  Prohibited Activities.  Airmen are prohibited from actively advocating supremacist, 

extremist, or criminal gang doctrine, ideology, or causes, including those that advance, 

encourage, or advocate illegal discrimination or deprive others of their civil rights. Such 

behavior is incompatible with military service.  Evaluators must consider a rateeôs membership 

in these types of groups and document prohibited activity by the ratee as prescribed in AFI 51-

508, Political Activities, Free Speech and Freedom of Assembly of Air Force Personnel. 

1.8.5.  Occupational Safety and Health.  Consider how commanders, managers, and 

supervisors discharge their responsibilities under the Air Force Occupational and 

Environmental Safety, Fire Protection, and Health Program. 

1.8.6.  Security of Classified Information.  Consider how well ratees who handle or have access 

to classified information discharge security responsibilities.  When appropriate, comment on 

any action, behavior, or condition that is reportable under security regulations. 

1.8.7.  When to Document. 

1.8.7.1.  If a member has been convicted by a court-martial or if the senior rater decides to 

file any adverse information in an Airmanôs Officer Selection Record or Senior Non- 

Commissioned Officer Selection Record, comments relating to the rateeôs behavior are 

mandatory on the next OPR, EPR or TR, and PRF if not already documented.  (T-1). The 

evaluation becomes a referral.  Comments are also required on Airmen who have been 

convicted of a reportable civilian offense that: 1) is a sexual offense that is the same as, or 

closely related to, sex-related offenses punishable under the Uniform Code of Military 

Justice (UCMJ), or attempts to commit any of those offenses, 2) carries a possible sentence 

of confinement for more than one year or death, or 3) results in a sentence that includes 

unsuspended confinement.  (T-1).  For further guidance, supervisors and commanders 

should consult the servicing Staff Judge Advocate. 

1.8.7.2.  A rater is not required to comment on a conviction in a current report if the 

misconduct or event that ultimately resulted in a conviction was addressed on a previous 

evaluation.  (T-1).  For example, if a member is arrested and charged with Driving Under 

the Influence (DUI) by off-base officials and declines to waive jurisdiction.  The member 

ultimately receives a Letter of Reprimand that is commented on in the next evaluation.  

Later (different reporting period), the downtown prosecution results in a conviction.  The 

rater is not required to comment on the DUI conviction because the underlying misconduct 

that led to the conviction was addressed in a previous evaluation. 

1.8.8.  Waiver Requests. 

1.8.8.1.  In extraordinary cases, raters may request a waiver of the mandatory requirement 

to document civilian convictions for good cause.  The waiver request will route from the 
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rater, through any required additional rater and the rateeôs commander, to the rateeôs Senior 

Rater.  The Senior Rater may either deny the request or endorse and forward to the 

MAJCOM/CC.  In the case of reports within Air Force District of Washington (AFDW), 

United States Air Force Academy, or any Direct Reporting Unit of AFDW or Field 

Operating Agency reporting to an activity on the Air Staff, requests will be forwarded to 

the Vice Chief of Staff of the Air Force (VCSAF).  For the Air National Guard, requests 

will be forwarded to the Director, Air National Guard (DANG). 

1.8.8.2.  If the Senior Rater denies the waiver request, the decision is final and may not be 

appealed or considered further.  (T-1).  This does not prevent an individual from 

challenging any completed report in any other appropriate forums, e.g., Evaluation Reports 

Appeal Board or the Air Force Board for Correction of Military Records. 

1.8.8.3.  When the Senior Rater endorses the waiver request, they will then forward it to 

the MAJCOM/CC, VCSAF, or DANG for decision. The final approval authority will either 

approve or deny the request.  (T-1). 

1.8.8.3.1.  The MAJCOM/CC may delegate to the MAJCOM/CV or, in the case of the 

AF/CV, to the AF/CVA.  No further delegation beyond an Adjutant General, or 

equivalent, is authorized for the ANG.  The decision of the approval authority is the 

final decision for such waiver requests and may not be appealed or considered further.  

This does not prevent an individual from challenging any completed report in any other 

appropriate forums, e.g., Evaluation Reports Appeal Board or the Air Force Board for 

Correction of Military Records. 

1.8.8.3.2.  In order to approve any waiver requests, the approval authority must issue a 

written finding that the mandatory comments for the specific criminal conviction are 

not in the best interests of the Air Force and that the inclusion of any such comments 

would unduly harm the ratee.  Upon final decision, forward the waiver documentation 

to AFPC/DP2SPE and AFPC/DP1ORM via email.  Written waiver approvals will be 

filed in the memberôs Master Personnel Records Group for the sole purpose of 

documenting the final approval.  (T-1). 

1.9.  Disagreements. 

1.9.1.  A disagreement is when a subsequent evaluator changes any rating or makes any 

statement that indicates obvious difference with a previous evaluator.  Disagreements are a 

difference in perspective and should not be viewed negatively.  When disagreements occur, 

they must be explained.  On ñwet signatureò evaluations, the subsequent rater marks the non-

concur block and initials the rating block that corresponds with their rating and/or provides 

specific comments to explain the disagreement.  Digitally signed forms do not allow an 

evaluator to initial in a different rating block; therefore, the evaluator who disagrees must 

specifically state the performance factor in disagreement, the reason for the disagreement and 

their rating.  (T-1). 

1.9.2.  Comments to support disagreements are required.  (T-1).  Example:  Disagree with 

raterôs assessment of Job KnowledgeðTSgt Smith was unable to provide correct operating 

procedures during monthly evaluation; or Capt Rogers was unable to answer critical questions 

concerning the operation of his flight leading to an Operational Readiness Inspection rating of 

ñUnsatisfactoryò for his squadron. 
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1.9.3.  Evaluators should discuss disagreements when preparing evaluations.  Evaluators are 

first given an opportunity to change their rating/comment; however, they will not do so just to 

satisfy the disagreement.  If, after discussion, the disagreement remains, the evaluator who 

non-concurs should limit the comments to the space provided but can attach an AF Form 77 if 

more space is required.  The AF Form 77 will not to be used to add additional performance 

information. 

1.9.4.  If the Forced Distributor/Unit Commander/Military or Civilian Director/Other 

Authorized Reviewer is junior in grade to the Rater/Additional Rater/Reviewer/Final 

Evaluator, they must discuss any non-concurrence with the Rater/Additional 

Rater/Reviewer/Final Evaluator prior to signing the evaluation. 

1.9.5.  Updating the Personnel Data System.  When an evaluation contains different overall 

ratings, the final reviewer/evaluatorôs rating will be updated in the personnel data system.  For 

example, on the AF Form 910, if the additional rater disagrees with and changes the raterôs 

overall rating and the commander concurs with the change, the additional raterôs rating will be 

updated.  However, if the commander concurs with the raterôs rating, the raterôs rating will be 

updated. 

1.10.  Referral Evaluations. 

1.10.1.  Purpose. Referral procedures are established to allow the ratee due process by giving 

the ratee an opportunity to respond and/or rebut any negative ratings or comments before it 

becomes a matter of record.  Additionally, it allows evaluators to consider all the facts, 

including any they may not have been aware of, prior to the evaluation becoming a matter of 

record. 

1.10.2.  General Information. 

1.10.2.1.  Vague Comments.  Do not make vague comments about the memberôs behavior 

or performance.  Example:  "Due to a recent off-duty incident, Lt Jackson's potential is 

limited" does not state what occurred.  Vague comments do not fully explain the incident 

or behavior, nor do they justify the referral.  When doubt arises as to whether a comment 

is a referral comment or not, refer the evaluation.  This will afford the member an 

opportunity to respond.  It is better to afford the ratee the due process now while all 

evaluators are available, than to try and refer it later if directed by the Evaluation Reports 

Appeal Board or Air Force Board for Correction of Military Records. 

1.10.2.2.  Any evaluator whose ratings or comments causes an evaluation to become a 

referral evaluation must give the ratee the opportunity to comment on the evaluation.  (T-

1). 

1.10.2.3.  A referral evaluation can be detrimental to an Airmanôs career; therefore, face-

to-face interaction is required between the rater and ratee. 

1.10.2.4.  An evaluation will be referred more than once when a subsequent evaluator gives 

additional referral ratings or comments.  (T-1).  Note:  Comments regarding the same 

incident or behavior will not require the evaluation to be referred more than once. 

1.10.2.5.  If, after the evaluation has been referred to the ratee, updates are made to the 

evaluation that add information or change the content (excluding administrative corrections 

such as spelling or punctuation), the ratee must be given an opportunity to respond to the 
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updates.  (T-1).  Refer the evaluation again and allow 3 duty days for a response (30 

calendar days for non-extended active duty).  (T-1).  The date of the new referral memo 

must be on or after the date the updated evaluation is signed.  The ratee can submit a new 

rebuttal or attach the previously submitted rebuttal. 

1.10.2.6.  Although an evaluation may be referred several times during processing, any one 

evaluator will not normally refer the evaluation more than once.  However, this does not 

include evaluations referred again in accordance with paragraph 1.10.4.4 and paragraph 

1.10.4.5. 

1.10.2.7.  Ensure the name of the next evaluator is included in the space provided in Section 

XI of the OPR, Section VIII of the AF Form 912, Section VIII of the AF Form 77 (Letter 

of Evaluation), or in the Referral Memorandum (Figure 1.1) when referral procedures are 

not included on the form itself. 

1.10.2.8.  The evaluator who refers the evaluation and any subsequent evaluators may 

continue comments on the AF Form 77 to explain non-concurrence or the behavior that led 

to the referral. (T-1).  Comments are limited to the space on the front of the form (Section 

IV).  Each evaluator will use a separate form. 

1.10.2.9.  All original documents will remain attached to the original evaluation.  (T-1). 

1.10.2.10.  In organizations where the rating chain crosses MAJCOM lines (for instance, 

when there is a ñdual-hattedò senior rater), the evaluator named in the referral document 

(Referral Reviewer) is next official in the chain of command from the MAJCOM that 

controls the rateeôs organization of assignment, even if the senior raterôs rater belongs to 

the other MAJCOM. 

1.10.2.11.  Ai rmen whose most recent or final PCS OPR or EPR is or will be a referral are 

ineligible for PCS unless the commander submits a request to the MPF to change the 

Assignment Availability Code.  Requests to update the Assignment Availability Code can 

be made any time after 120 calendar days have passed since the closeout of the evaluation. 

1.10.3.  When to Refer a Performance Evaluation.  Performance evaluations must be referred 

when: 

1.10.3.1.  Comments in any OPR, EPR, LOE, or TR (to include attachments), regardless 

of the ratings, that are derogatory in nature, imply or refer to behavior incompatible with 

or not meeting AF standards,  and/or refer to disciplinary actions.  (T-1).  When considering 

the Airmanôs ability to meet standards, consider unacceptable performance as actions that 

are incompatible with, and/or Airmen who have routinely (a repeated inability to meet 

standards that would render the aggregated performance assessment over the entire 

reporting period as below AF standards and expectations) and/or significantly (a single 

instance where failure to meet standards is either egregious in nature or so far short of a 

standard that it impacts overall aggregated performance assessment) failed to adhere to 

established AF standards and expectations.  (T-1). 

1.10.3.2.  When an officer fails to meet standards in any one of the listed performance 

factors, in Section III or Section IX of the OPR, the overall evaluation will be a "Does Not 

Meet Standards" and must be referred.  Note:  If the evaluation is marked ñDoes Not Meet 

Standards,ò there must be a comment pertaining to the behavior in the referring evaluatorôs 
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assessment block.  Comments in the referral memorandum do not meet this requirement.  

(T-1). 

1.10.3.3.  An evaluator marks ñDoes Not Meet Standardsò in Section III of AF Form 707 

or ñDo Not Retainò in Section IV of AF Form 912.  (T-1). 

1.10.4.  Who Refers a Performance Evaluation? 

1.10.4.1.  Any evaluator whose rating(s) or comment(s) causes the evaluation to be a 

referral will refer the evaluation to the ratee.  (T-1). 

1.10.4.2.  If a previous evaluator did not refer an evaluation and a subsequent evaluator 

determines the evaluation should be referred, return the evaluation to the previous evaluator 

and discuss the rating/comment.  The previous evaluator may change the rating/comment 

or the subsequent evaluator may refer the evaluation.  (T-1). 

1.10.4.3.  If there is a disagreement as to whether or not to refer an evaluation, the 

additional evaluator may refer the evaluation. 

1.10.4.4.  In cases where the referring evaluator is a MAJCOM or unified commander, the 

evaluator named in the referral document will be the Vice Chief of Staff of the Air Force 

who will sign on an AF Form 77.  (T-1).  However, in situations where the rater is a senior 

rater who has caused the evaluation to be referred and there is an existing evaluator within 

the raterôs organizational chain (to include MAJCOM), forward the evaluation to that 

evaluator for appropriate action.  See paragraph 1.7. 

1.10.4.5.  On EPRs, when the additional rater refers the evaluation, the forced distributor 

or unit commander/director/other authorized reviewer is the individual named in the 

referral document who will review the rateeôs comments.  (T-1).  The forced distributor or 

unit commander/director/ other authorized reviewer completes his/her review and may 

place additional comments on an AF Form 77. 

1.10.4.6.  When the forced distributor or unit commander/military or civilian director/other 

authorized reviewer refers the evaluation, the forced distributor or unit commander/military 

or civilian/other authorized reviewerôs rater is the individual named in the referral 

document.  (T-1). 

1.10.5.  Responsibilities. 

1.10.5.1.  The Referring Evaluator Responsibilities. 

1.10.5.1.1.  Prepares the referral document in accordance with Figure 1.1, Table 4.9, 

Table 4.10 and Table 4.12. (Enlisted), Table 3.1. (Officers), paragraph 1.10.6.4. 

(Training Reports) or Table 5.1. (Letter of Evaluation), whichever is applicable.  Note:  

The date the rater signs the evaluation and the date of the referral memorandum must 

be the same date. 

1.10.5.1.2.  On or after the close-out date of the evaluation, hand-deliver the referral 

memo to the ratee, discuss the content of the memorandum with the ratee, provide 

counseling (if needed), and obtain the rateeôs signature and the date acknowledging 

receipt.  (T-1).  After the ratee signs the memorandum, provide a copy to the ratee and 

forward the original to the evaluator named in the referral document.  Do not include 
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subsequent evaluator comments on the referral OPR/EPR until after the rebuttal is 

received or rebuttal period has past.  (T-1). 

1.10.5.1.3.  If the ratee is geographically separated (including those who have passed 

their date of separation), send a copy of the referral document to the evaluator named 

in the referral document and mail the original referral document to the ratee by 

ñcertified mail - return receipt requested.ò  (T-3). 

1.10.5.1.4.  Upon receipt of the evaluation, provide feedback to the ratee and obtain the 

rateeôs signature.  Next, forward the evaluation to the rateeôs servicing MPF. 

1.10.5.2.  Ratee Responsibilities. 

1.10.5.2.1.  The ratee acknowledges receipt of the referral memorandum by signing and 

dating.  (T-1).  The signature only acknowledges and verifies receipt of the referral 

memorandum on the date indicated; it does not signify concurrence with the evaluation 

or indicate whether or not the ratee will provide rebuttal remarks. 

1.10.5.2.2.  If the ratee is geographically separated, they will sign the referral 

memorandum to acknowledge receipt and then forward the original to the evaluator 

named in the referral memorandum.  (T-1). 

1.10.5.2.3.  The ratee will provide rebuttal comments to the referral reviewer within 3 

duty days (30 calendar days for non-extended active duty) from the date of receipt (if 

mailed from the date of delivery), regardless if the ratee is still on active duty.  (T-1).  

The ratee will hand-deliver the referral documents with all attachments, or use certified 

or registered mail if geographically separated.  (T-1).  The ratee may request more time 

from the evaluator named in the referral document not to exceed 45 calendar days from 

acknowledgement.  (T-1).  Additionally, the ratee: 

1.10.5.2.3.1.  May ask the Area Defense Counsel or local personnel advisor to 

provide guidance/assistance in preparing rebuttal comments. 

1.10.5.2.3.2.  Must limit comments, including any pertinent attachments, to a total 

of 10 single-sided pages or 5 double-sided pages.  (T-1).  These will not reflect on 

the character, conduct, integrity, or motives of an evaluator unless fully 

substantiated and documented.  All pertinent attachments become part of the 

evaluation filed in the personnel record; however, items that are already part of the 

permanent record, such as copies of previous evaluations, will be removed from the 

referral package prior to filing. (T-1).  

1.10.5.2.3.3.  May have another individual prepare comments on his or her behalf 

(such as an attorney).  However when this is done, the ratee must include a 

statement confirming the document is to be considered as the rateeôs response.  (T-

1).  This statement will appear somewhere on the rebuttal document or be attached 

as a separate statement.  (T-1).  Note:  If the rateeôs statement is provided as a 

separate attachment, it will be considered part of the 10-page restriction.  

(Example:  If the attorney submits 5 pages, the ratee can submit 5; if the attorney 

submits 9 pages, then the ratee can only submit 1 page and vice versa). 

1.10.5.2.4.  May choose not to comment on the referral evaluation.  Once the time limit 

has elapsed, the evaluator named in the referral document (Referral Reviewer) 
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completes the evaluation and continues normal processing (see paragraph 1.10.5.3.).  

Failure to provide comments does not prevent the ratee from later appealing the 

evaluation in accordance with the procedures in Chapter 10 once the evaluation 

becomes a matter of record. 

1.10.5.3.  The Referral Reviewer.  (The Evaluator Named in the Referral Document.) 

1.10.5.3.1.  Must allow the ratee 3 duty days (30 calendar days for non-extended active 

duty) to submit a rebuttal.  (T-1).  If the ratee needs additional time, e.g., due to the 

non-availability of an Area Defense Counsel or the referral reviewer has returned the 

rebuttal because it is more than 10 pages, the referral reviewer may grant an extension.  

However, the referral reviewer will not review the evaluation until the 3 duty days (30 

calendar days for non-extended active members) have passed, even if the ratee has 

indicated that he/she will not submit comments.  (T-1). 

1.10.5.3.2.  After 3 duty days (30 calendar days for non-extended active duty) have 

passed, the referral reviewer will: 

1.10.5.3.2.1.  Review and consider the rateeôs comments, if provided. 

1.10.5.3.2.2.  Place the applicable mandatory statement in the evaluatorôs comment 

block of the appropriate evaluation: 

1.10.5.3.2.2.1.  If the ratee provided comments, enter the statement:  "I have 

carefully considered (ratee's name) comments to the referral document of 

(date)."  Ensure this date is the date of the referral memorandum, not the 

evaluation close-out date or the date of the rateeôs rebuttal. Subsequent 

evaluators do not enter this statement. 

1.10.5.3.2.2.2.  If the ratee does not forward comments within 3 duty days (30 

calendar days for non-extended active duty) (plus mailing time and any 

approved extensions), prepare an endorsement to the evaluation and include the 

statement:  "Comments from the ratee were requested but were not received 

within the required period."  (T-1).  Then forward the evaluation for normal 

processing. 

1.10.5.3.3.  Forward the evaluation with all attachments to the next evaluator.  If the 

referral reviewer is the final evaluator, forward the evaluation to the rater so the rater 

can provide feedback and obtain the rateeôs acknowledgement of the completed 

evaluation. 

1.10.5.4.  Additional/Subsequent Evaluators. 

1.10.5.4.1.  Send the evaluation to the next evaluator in the rating chain for additional 

endorsement when an endorser is senior to the commander or when a commander who 

is senior to the endorser refers the evaluation.  See paragraphs 1.10.4.4 and 1.10.4.5. 

1.10.5.4.2.  Prepare the endorsement on AF Form 77. 

1.10.5.4.3.  Check the ñsupplemental sheetò block on AF Form 77, Section IIA and 

enter appropriate comments in Section IV. 
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1.10.5.4.4.  If the evaluator on the AF Form 77 is not an Air Force officer, Air Force 

Noncommissioned Officer, or Department of the Air Force, obtain an Air Force 

Advisor review. 

1.10.5.4.5.  An additional rater or final evaluator/reviewer who decides to refer an 

evaluation due to a performance assessment rating or comment made by a previous 

evaluator refers it to the ratee before completing his or her portion of the evaluation.  

The referral document will instruct the ratee to direct and return any rebuttal comments 

back to him/her.  (T-1).  Upon receipt of the rateeôs rebuttal, or when 3 duty days (30 

calendar days for non-extended active duty) have elapsed, the evaluator completes 

his/her portion of the evaluation. 

1.10.5.4.6.  If, after referral, a subsequent evaluator upgrades the ratings and/or 

invalidates the referral comments so the conditions defined in paragraph 1.10.3 no 

longer apply, the non-concur block is marked and comments are made in support of the 

disagreement in the ratings or comments.  The evaluation is no longer considered 

referral; however, retain all original referral documents and/or correspondence with the 

evaluation. 

1.10.5.4.7.  If, after referral, a subsequent evaluator upgrades ratings or comments but 

the conditions defined in paragraph 1.10.3 still exist, the non-concur block is marked 

and comments are made in support of the disagreement in the ratings or comments.  

The evaluation remains a referral.  Retain original referral correspondence with the 

evaluation. 

1.10.5.4.8.  When the last evaluator on the evaluation has caused the evaluation to be 

referred, the next evaluator in the rating chain (as named in the referral document) will, 

upon receipt of the rateeôs comments, prepare an endorsement to the evaluation on an 

AF Form 77 if no comment area exists on the applicable evaluation form.  If the 

evaluator named in the referral document does not concur with the comments or ratings 

of the previous evaluator, his/her endorsement will, in addition to the mandatory 

referral comments, describe the disagreement (on the first line in the comments area on 

the applicable evaluation or may continue comments on an AF Form 77). 

1.10.5.5.  Deployed Evaluators. If the referring evaluator is deployed and is referring a 

home station evaluation, the referring evaluator will sign the referral memorandum and 

OPR/EPR and forward the evaluation and referral documents to the next evaluator in the 

rating chain.  The next evaluator in the chain (the referral reviewer) will act on behalf of 

the referring evaluator who is deployed and issue the evaluation and referral documents to 

the ratee.  Upon receipt of the rateeôs comments, or at the expiration of the rateeôs 3-duty-

day-window (30 calendar days for non-extended active duty) to respond, the referral 

reviewer processes the evaluation and all referral documents in accordance with 

paragraph 1.10.5.3. 

1.10.6.  Referral Procedures. 

1.10.6.1.  Referral OPRs.  The front and reverse side of the AF Form 707 will be completed 

for referral OPRs.  The referring evaluator can fill in the specifics in the blank lines 

provided.  When typing information into the form, end typing at the end of each line and 

manually place the cursor on the next line to continue typing (the text does not wrap 
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automatically).  If the specific details are too long for the space allotted, the referring 

evaluator can attach a separate AF Form 77 (see paragraph 1.10.2.8) and annotate ñSee 

Attachmentò in the lines provided in this block.  Refer to Table 3.1 for procedures on 

preparing the AF Form 707. 

1.10.6.2.  Referral EPRs or Education/Training Reports.  Prepare a Referral Memorandum 

(AF Form 910/911 only) in accordance with Figure 1.1 All evaluators and reviewers must 

wet sign and date.  (T-1). 

1.10.6.3.  Referral Letter of Evaluation.  The referral process is accomplished on the form 

itself. 

1.10.6.3.1.  Deployed Commander Letter of Evaluation.  Complete AF Form 77 in 

accordance with Table 5.1 and paragraph 5.2.1.2.1. 

1.10.6.3.2.  All Other Letter of Evaluation. 

1.10.6.3.2.1.  Designated Rater (Officer Only).  If a Letter of Evaluation prepared 

by the officially designated rater contains referral comments, the rater prepares an 

OPR in accordance with paragraph 1.10.6.1.  The reason for the evaluation will 

be Directed by HAF.  At least 60-calendar days of supervision is required, unless 

the waiver authority extends the requirement. 

1.10.6.3.2.2.  Other than Designated Rater.  Complete Sections I, II, IV, V and VII 

in accordance with Table 5.1.  The referral process itself is not accomplished on 

the AF Form 77.  Exception: Deployed Commander Letters of Evaluation.  If 

someone other than the officially designated rater prepares a letter of evaluation 

with referral comments, forward the letter along with any rebuttal comments the 

ratee may want to add to the officially designated rater.  (T-1).  The rater will review 

the documents and decide whether or not permanent recording is warranted.  If so, 

the letter of evaluation becomes a referral document attached to the OPR/EPR.  If 

the rater decides not to permanently record, they will return the letter of evaluation 

and any rebuttal comments to the ratee. 

1.10.6.4.  Referral Training Report (TR) (AF Form 475).  Refer the TR to the ratee using 

the same procedures outlined in paragraphs 1.10.6.1 and 1.10.6.2  Name the commander 

of the Air Force school or unit of assignment as the next evaluator (determined by which 

organization is preparing the Training Report).  The evaluator reviews the rateeôs 

comments, if provided; adds the applicable mandatory comments in accordance with 

paragraphs 1.10.5.3.2.2.1 or 1.10.5.3.2.2.2; and endorses the TR on an AF Form 77 using 

the first evaluatorôs block. 

1.11.  Mandatory Comments.  Specific comments or entries mandated by this Air Force 

Instruction are identified by the instruction to ñenterò or ñinclude the statementò followed by the 

specific comment placed within quotation marks, entered on the evaluation exactly as stated. 

1.11.1.  Referral Reviewer.  For a referral letter of evaluation, OPR/EPR, or TR, the evaluator 

named in the referral document must comment as required by paragraph 1.10.5.3.2.2. 

1.11.2.  If the rater died, became incapacitated, or was relieved from duties as an evaluator, 

state the reason in the feedback sections of the AF Forms 707 (see paragraph 1.7.2.2) or in 

the remarks section of AF Forms 910/911/912.  (T-1). 
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1.11.3.  If a member has been convicted by a court-martial, comments relating to the rateeôs 

behavior are mandatory on the rateeôs next OPR, EPR, TR or PRF.  Additionally, comments 

on individuals who have been found guilty, pled guilty or nolo contendere (no contest) of a 

reportable civilian offense are mandatory (see paragraph 1.8.2.1.). 

1.11.4.  If performance feedback was not accomplished, state the reason why it was not 

accomplished.  Rationale must be placed in the Performance Feedback Certification block for 

AF Form 707; the Remarks Section XI of AF Form 910/911; and Section VII of AF Form 912.  

(T-1).  The reason must be honest, plausible and specific, such as ñMidterm Airman 

Comprehensive Assessment not conducted due to only 58 calendar days supervision between 

initial Airman Comprehensive Assessment and the evaluation close-out date,ò or ñRater was 

unable to conduct Airman Comprehensive Assessment (state specific reason)ò.  Non-receipt 

of a feedback notice and ñadministrative oversightò are not acceptable reasons. 

1.11.5.  If a member has been assigned to serve as a voting assistance officer, a comment 

relating to the performance of the member in these duties is required.  See 10 U.S.C. § 1566. 

1.12.  General Prohibited Evaluator Considerations and Comments.  Certain items are 

prohibited for consideration and will not be commented upon on any Officer Evaluation 

System/Enlisted Evaluation System form.  Except as authorized in this instruction, do not consider, 

refer to, or include comments regarding: 

1.12.1.  Sensitive Information. 

1.12.1.1.  Classified Information.  Do not enter classified information in any section of the 

form.  (T-1). 

1.12.1.2.  Confidential Statements.  Confidential statements, testimony, or data obtained 

by, or presented to, boards under AFI 91-204, Safety Investigations and Reports. 

1.12.1.3.  Appeal Agencies Outside Rating Chain.  Actions taken by an individual outside 

the normal chain of command that represent guaranteed rights of appeal.  Example:  

Inspector General, Air Force Board for Correction of Military Records, Equal Opportunity 

and Treatment/Military Equal Opportunity complaints, Congressional Inquiries. 

1.12.1.4.  Drug or Alcohol Abuse Rehabilitation Programs.  Focus on the behavior, 

conduct, or performance resulting from alcohol or drug use versus the actual consumption 

of alcohol or drugs or participation in a rehabilitation program.  Only competent medical 

authorities can diagnose alcoholism or drug addiction, and the diagnosis is prohibited on 

evaluations. 

1.12.1.5.  Temporary or Permanent Disqualification under AFMAN 13-501, Nuclear 

Weapons Personnel Reliability Program (PRP).  The behavior of the ratee that resulted in 

the action may be referenced; however, it may not be mentioned that the ratee was 

disqualified. 

1.12.1.6.  Medical Information.  Only authorized medical officials are in a position to make 

comments on medical conditions.  Evaluators must focus evaluation comments on the 

behavior and duty performance of the individual.  Comments pertaining to the medical 

condition, treatment, or diagnosis are prohibited. 

1.12.2.  Potential Discriminatory Factors and/or Information. 
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1.12.2.1.  Race, Ethnic Origin, Gender, Age, Religion, Sexual Orientation or Political 

Affiliation of the Ratee.  Do not refer to these items in such a way that others could interpret 

the comments as reflecting favorably or unfavorably on the person.  This is not meant to 

prohibit evaluators from commenting on involvement in cultural or church activities, but 

cautions against the use of specific religious denominations, etc.  Example:  ñCapt Doe is 

the first female pilot ever selected for training in the F-16ò, is an inappropriate reference to 

gender.  Pronouns reflecting gender (e.g., he, she, him, her, his, and hers) may be used.  

ñWing Point of Contact for African American Heritage Committeeò or ñArranged a blood 

drive at the Baptist Memorial Hospitalò are acceptable comments. 

1.12.2.2.  Family Activities or Marital Status.  Do not consider or include information 

(either positive or negative) regarding the memberôs marital status or the employment, 

education, or volunteer service activities (on or off the military installation) of the 

member's family.  (T-1). 

1.12.2.3.  Officer/Enlisted Club Membership.  Comments regarding a rateeôs club 

membership is prohibited.  (T-1). 

1.12.2.4.  Court-martial Panel Membership.  Do not consider performance as a member of 

a court-martial panel, or render a less than favorable evaluation because of the zeal in which 

the ratee served as a defense or respondent's counsel (see Article 37, UCMJ).  (T-1).  This 

is not intended to inhibit an accurate portrayal of a counsel's competence in the 

representation of clients. 

1.12.3.  Duty History or Performance Outside the Reporting Period. 

1.12.3.1.  Duty History or Performance Outside the Current Reporting Period.  Do not 

comment on duty history or performance outside the current reporting period, except as 

permitted by paragraphs 1.12.3.4 and 1.12.4.1.  (T-1). 

1.12.3.2.  Previous Evaluations or Ratings.  Comments from previous evaluations or 

ratings are prohibited (i.e., do not include comments from an AF Form 475 on an AF Form 

707), except in conjunction with Airman Comprehensive Assessment sessions and as 

outlined in Chapter 8 for promotion recommendation forms.  (T-1).  Note:  Evaluators 

may review previous evaluations to prevent repeating prior accomplishments and making 

inappropriate recommendations. 

1.12.3.3.  (Officers only)  Events That Occur After the Close-Out Date.  If an incident or 

event occurs between the time an evaluation closes-out and when it becomes a matter of 

record that warrants inclusion in that evaluation, the commander may request an extension 

of the close-out date.  This includes completion of an investigation begun prior to the close-

out date or confirmation of behavior that was only alleged as of the close-out date.  For 

fitness, an extension may be requested to authorize an Airman to test again to meet the 

standard if justification is warranted.  An extension to document a failure for fitness is not 

authorized. 

1.12.3.4.  Prior Events.  Events that occurred in a previous reporting period that add 

significantly to the evaluation, were not known to and considered by the previous 

evaluators, and were not already reflected in a previous evaluation in the permanent record 

(this includes EPRs, OPRs, LOEs, and TRs) can be included in a subsequent evaluation.  

(T-1).  Example:  An event (positive or negative) which came to light after an evaluation 
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became a matter of record, but which occurred during the period of that evaluation, could 

be mentioned in the rateeôs next evaluation because the incident was not previously 

reported.  In rare cases, serious offenses (such as those punishable by courts-martial) may 

not come to light or be substantiated for several years.  In such cases, inclusion of that 

information may be appropriate even though the incident/behavior occurred prior to the 

last reporting period.  Additionally, negative incidents from previous reporting periods 

involving the character, conduct, or integrity of the ratee that continue to influence the 

performance or utilization of the ratee may be commented upon in that context only.  

Commanders and Senior Raters make the determination of what constitutes a significant 

addition.  If a commander has considered and made a decision not to comment on a known 

adverse action, an incumbent commander may not overturn a previous commanderôs 

decision by requesting the adverse action be added after the evaluation has been made a 

matter of record, nor may the incumbent commander include it in the next evaluation.  (T-

1).  However, if the behavior has continued into the next rating period, an evaluator may 

comment on the specific behavior for that rating period. 

1.12.4.  Derogatory Information and Disciplinary Actions. 

1.12.4.1.  Conduct Based on Unreliable Information. 

1.12.4.1.1.  Raters must ensure that information used to document performance, 

especially derogatory information relating to unsatisfactory behavior or misconduct, is 

reliable and supported by a preponderance of the evidence.  (T-1). 

1.12.4.1.2.  The rater should consult with the servicing Staff Judge Advocate whenever 

there are questions as to whether this standard has been met. 

1.12.4.1.3.  Raters should be particularly cautious about referring to charges preferred, 

investigations, or boards of inquiry (such as accident investigation boards); or using 

information obtained from those sources, or any similar actions related to a member, 

that are not complete as of the close-out date of the evaluation. 

1.12.4.1.4.  When it is determined that such conduct is appropriate for comment, refer 

to the underlying performance, behavior or misconduct itself and not merely to the fact 

that the conduct may have resulted in a punitive or administrative action taken against 

the member (such as a letter of reprimand, Article 15, court-martial conviction).  

Example:  An evaluator should say: ñSSgt Johnson engaged in drunk and disorderly 

conduct and drove while intoxicated,ò rather than ñSSgt Johnson got an Article 15 for 

violations of Article 92 and 134.ò 

1.12.4.1.5.  (Officers only)  If an extension to the close-out date might be warranted to 

determine if reliable information of unsatisfactory performance or misconduct has been 

established, refer to paragraph 3.17. 

1.12.4.2.  Acquittals or Similar Results. 

1.12.4.2.1.  Do not reference any criminal action against an individual that resulted in 

acquittal or recommended personnel action that was denied by the approval authority.  

(T-1).  For example, an evaluator cannot say:  ñSSgt Johnson was acquitted of assault 

charges,ò or ñSrA Smithôs involuntary separation action was unsuccessful.ò 
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1.12.4.2.2.  Evaluators  may mention the underlying conduct that formed the basis for 

the action. 

1.12.4.2.3.  Do not reference any punitive or administrative action taken against the 

individual in response to the conduct for which the member was acquitted or where the 

action was not actually taken. 

1.12.4.3.  Punishment.  Punishment received as a result of administrative or judicial action 

is prohibited.  Restrict comments to the conduct/behavior that resulted in the punishment, 

and the type of administrative or judicial action taken (i.e., Article 15, Letter of Reprimand, 

Letter of Counseling, etc.). 

1.12.4.3.1.  Acceptable statements:  ñDrove while intoxicated, received an Article 15ò 

and ñFailed to report to duty, received an Letter of Reprimand,ò etc. 

1.12.4.3.2.  Prohibited statements:  ñSentenced to 6 months confinement,ò ñReduced to 

the grade ofò, ñForfeiture of payò, ñ5 days extra dutyò. 

1.12.4.4.  Disciplinary Actions. 

1.12.4.4.1.  Must be reasonably specific, clearly outlining the event and/or behavior.  

Comments such as ñconduct unbecomingò or ñan error in judgment led to an off-duty 

incidentò are too vague. 

1.12.4.4.2.  Advise ratees specifically on why they are considered substandard in order 

to avoid speculation and assist them in responding appropriately.  (T-1). 

1.12.4.4.3.  An evaluation should not simply contain the comment that "MSgt Smith 

received an Article 15 during this period."  Instead, the underlying conduct should be 

specifically cited with the resulting action included, such as:  "During this reporting 

period, Lieutenant Jones sexually harassed a female subordinate for which he received 

an Article 15," or ñMSgt Jones drove while under the influence, for which he received 

an Article 15.ò 

1.12.4.4.4.  In any case, the focus of the comment should be on the conduct or behavior.  

Evaluators should consult the servicing Staff Judge Advocate or local personnel 

advisors for questions regarding the appropriateness of including comments about 

misconduct and/or the resulting actions on a performance evaluation. 

1.12.5.  A Recommendation for Decoration.  Only include those decorations actually approved 

or presented during the reporting period.  The term ñdecorations,ò as used here, applies to those 

in which a medal is awarded and worn on the Air Force uniform, such as an Air Force 

Achievement Medal. Other awards or nominations for honors and awards such as "Outstanding 

Maintenance Officer" or ñTwelve Outstanding Airmen of the Yearò may be mentioned. 

1.12.6.  Meeting Goals for/Results of the Combined Federal Campaign.  Comments pertaining 

to met/exceeded goals or collected dollar amount (Example: 100% contact, $15K raised, 500 

contacted) are prohibited. 

1.12.7.  Weighted Airman Promotion System Data.  Score data on the Weighted Airman 

Promotion System Data score notice or Senior Noncommissioned Officer Promotion score 

notice, board scores, test scores, relative standings among peers etc.  Are prohibited. 
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1.12.8.  Airman Comprehensive Assessment.  Evaluators do not refer to Airman 

Comprehensive Assessment sessions in any area of the performance evaluation except in the 

Performance Feedback Certification Block or the remarks section of AF Forms 910/911/912. 

1.12.9.  Matrices, fact sheets, background sheets or other documents unless specifically 

authorized in this instruction.  Evaluators will use performance- and duty-related information 

from official source documents in the assessment of performance and potential.  Demographic 

diversity information identifying inherent or socially defined personal characteristics such as 

age, race/ethnicity, religion, gender, socioeconomic status, family status, disability, and 

geographic origin will not be considered.  (T-1). 

1.12.10.  Do not establish panels or boards to review and collectively score, rate, rank, or tally 

records and/or generate a priority list for determining promotion recommendations, level of 

endorsement or stratification, except as authorized in this instruction.  (T-1). 

1.12.11.  On AF Form 911, if a Senior Rater is stratifying a SNCO as the top 10% of promotion 

eligible MSgt or top 20% of promotion eligible SMSgts, Block B, then he/she may include a 

written stratification statement in Section IX, Final Evaluatorôs Comments. 

1.12.11.1.  When a stratification statement is used, it must include a numerator and 

denominator designation stating where the SNCO falls (numerator) within the senior raterôs 

pool of TIG/TIS promotion eligible SNCOs (denominator), by grade.  Example:  ñMy 

#1/25 MSgtsò.  In joint organizations, the stratification statement may include joint 

members of the same grade.  If a senior rater does not provide a stratification in Section 

IX, Block B, they may not provide a stratification statement.  (T-3). 

1.12.11.2.  If used, joint stratification statements must reference the joint population. 

Example:  #1/20 joint E-7s or #2/10 joint E-8s. 

1.12.12.  Awards are recognitions based on a given set of criteria and are standalone 

achievements.  Accordingly, stratification statements based on awards are not authorized. 

1.13.  Policy Deviations and Waiver Requests.  See Table 1.1 for the Offices of Primary 

Responsibility (OPR) mailing addresses.  Send requests for deviations or waivers through the wing 

commander or the comparative level to AFPC/DP2SPE (or appropriate ANG/AFR) who, in turn, 

will forward the request to appropriate OPR. 

1.13.1.  Requests will be in memorandum format with all the appropriate endorsements and 

detail the reason for the request with full justification.  If the request is applicable to a specific 

organization or individual, it must include the name of the unit or the name and grade of the 

individual. 

1.13.2.  All deviation requests pertaining to Senior Rater Identification issues require 

coordination through the respective Management Level and must be signed by the head of the 

Management Level.  (T-1). 

1.13.3.  Signed requests will be mailed or emailed to the AFPC/DP2SPE or appropriate 

ANG/AFR office stated in Table 1.1. 

1.14.  Missing, Late and Removed Performance Evaluations.  When an evaluation is missing 

and all attempts to locate are exhausted and unsuccessful, consider re-accomplishing the report.  

However, before doing so, evaluators should consider such things as:  how long it has been since 

the report closed out; are all the evaluators readily available; is there a draft of the original still 
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available; does the ratee or any of the evaluators have a copy of the original report; can the 

evaluators now give a fair and accurate report based on the timeframe?  (See Table 1.2).  Note:  

Do not re-accomplish evaluations more than 18 months past the closeout date. 

1.14.1.  Missing Evaluations on RegAF Officers and Senior Noncommissioned Officers.  The 

CSS, MPF, AFPC, and/or Air Reserve Personnel Center (ARPC) initiates action to try and 

locate the missing report. 

1.14.1.1.  If the report is located or is able to be re-accomplished (must be the original 

evaluators at the time of the close-out), place the original evaluation in the permanent 

record or send the original to AF/A1LO for colonels and colonel selects, AF/A1LE for 

CMSgts and CMSgt selects, and forward a copy to AFPC/DP1ORM for file into 

ARMS/PRDA. 

1.14.1.2.  If the report is not located, or cannot be re-accomplished, the CSS, MPF, AFPC, 

or ARPC will prepare an AF Form 77 according to Table 5.1 and insert the original into 

the Officer Selection Record/National Security Agency, or send the original to AF/A1LO 

for colonel and colonel selects, AF/A1LE for CMSgts and CMSgt selects, and forward a 

copy to AFPC/DP1ORM for file in ARMS/PRDA. 

1.14.2.  Missing Evaluations on RegAF Enlisted TSgts and Below.  The MPF, initiates action 

to locate the missing report. 

1.14.2.1.  If the report is located, forward the original evaluation to AFPC/DP1SSP or 

ARPC for file in ARMS/PRDA. 

1.14.2.2.  If a report is not located or cannot be re-accomplished, the MPF prepares an AF 

Form 77 in accordance with Table 5.1 and forwards to AFPC/DP1ORM for file in 

ARMS/PRDA. 

1.14.3.  Missing Evaluations for AFR. The Officer Selection Record custodian, the ARPC 

commander, or office as prescribed by the commander concerned, initiates action to locate the 

missing report. 

1.14.3.1.  If the report is located, place the original evaluation in the Officer Selection 

Record and forward a copy to ARPC/DPTS for filing in ARMS/PRDA. 

1.14.3.2.  If the report is not located or unable to be re-accomplished, the MPF will prepare 

an AF Form 77 in accordance with Table 5.1 and forward to ARPC/DPTS for filing in 

ARMS/PRDA. 

1.14.4.  Missing Evaluations for ANG only.  The CSS, Force Support Squadron (FSS), or 

Human Resource (HR) Specialist will initiate action to locate missing reports for Active Guard 

/Reserve (AGR) or DSG personnel, and NGB/HR for Statutory Tour personnel. 

1.14.4.1.  If the report is located, forward the original evaluation to ARPC/DPTAR for 

filing in ARMS/PRDA. 

1.14.4.2.  If the report is not located or unable to be re-accomplished, the CSS, FSS, or HR 

Specialist will prepare AF Form 77 in accordance with Table 5.1 and forward to 

ARPC/DPTAR for filing in ARMS/PRDA. (T-1).  ARPC/DPTAR will update the 

personnel system. 
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1.14.5.  Evaluations Removed From Records Under Chapter 10 or under AFI 36-2603, Air 

Force Board for Correction of Military Records.  Prepare an AF Form 77 in accordance with 

Table 5.1. 

1.15.  Wartime or National Emergency Provisions. 

1.15.1.  During wartime or a national emergency, HAF, AFPC, or MAJCOMs, when 

delegated, may make changes to evaluation policies and procedures to reduce the associated 

workload while ensuring performance is documented. MAJCOMs may implement these 

procedures totally or in part depending on the nature and scope of the situation.  In 

implementing wartime provisions, a MAJCOM may implement HAF/AFPC procedures totally 

or in part.  When implementing in part, MAJCOMs must provide specific instructions 

regarding completing and routing evaluations.  (T-1). 

1.15.2.  In implementing wartime provisions, AFPC/DP3SP, in coordination with AF/REP and 

NGB/A1P, will provide specific instructions regarding completion of evaluations, routing 

evaluations once completed, and any other appropriate actions.  AFPC/DP2SPE or ARPC/PB 

will announce officer promotion recommendation form (PRF) procedures (see Chapter 8).  

AF/A1PP and AFPC/DP3SP will determine whether to restrict provisions for the performance 

evaluations to certain theaters or organizations and whether to implement them in part, totally, 

or incrementally.  They may make performance feedback optional.  Commands must 

implement the provisions outlined below or as AFPC/DP3SP directs. 

1.15.3.  When to Submit Performance Evaluations. 

1.15.3.1.  Evaluations due prior to deployment. 

1.15.3.2.  Deployment does not change the requirement to prepare annual/biennial 

evaluations. 
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Figure 1.1.  Example Referral Memorandum. 
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Table 1.1.  Mailing Addresses for Correspondence. 

R 

U 

L 

E 

  A   B 

 

  Address 

 

  OPR 

1 HQ AFPC/DP3SP 

550 C Street West  

Joint Base San Antonio- 

Randolph TX 78150  

(Note:  All processing of EPRs/OPRs are 

completed by AFPC/DP1SSP via vPC). 

Manages the Officer and Enlisted 

Evaluation Systems, including 

evaluation appeals, for all RegAF 

airman basic through lieutenant 

colonel following direction provided 

by AF/A1P. 

2 HQ AFPC/DP2SPE  

550 C Street West  

Joint Base San Antonio-

Randolph TX 78150 

Manages the student Management 

Level Review and all Promotion 

Recommendation Form actions. 

3 HQ AFPC/DP2SPE 

550 C Street West  

Joint Base San Antonio 

Randolph TX 78150 

Evaluation Appeals.  Administers the 

Evaluation Reports Appeal Board 

(ERAB). Training Reports. 

4 AF/A1LG 

1040 Air  Force Pentagon 

Washington District of Columbia 20330-1040 

Air  Force General Matters Office. 

Manages Officer Evaluation System 

for, and maintains all evaluations on, 

general officers and brig gen selects 

on Extended Active Duty. Note: All  

wet signature evaluations on Active 

Duty GOs are sent to this address. See 

Note 2. 

5 USAF/REG 

1150 Air  Force Pentagon  

Washington District of Columbia 20330-1040 

Air  Force Reserve General Officer 

Matters Office. Manages Officer 

Evaluation System for Reserve general 

officers (and brig gen selects).  

See Note 2. 
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6 AF/A1LO 

1040 Air  Force Pentagon  

Washington District of Columbia 20330-1040 

Air  Force Colonel Matters Office. 

Manages OES for, and maintains all 

evaluations on colonels (except 

brigadier general selects) and colonel 

selects on the Active Duty List.  

Note: All  wet signature evaluations on 

RegAF colonels are sent to this 

address. See Note 1. 

7 AF/A1LE 

1040 Air  Force Pentagon  

Washington District of Columbia 20330-1040 

 

Air  Force Chief Matters Office. 

Maintains all evaluations on RegAF 

CMSgts and CMSgt selects. Note: 

All  wet signature evaluations on 

RegAF CMSgts are sent to this 

address. See Note 1. 

8 HQ ARPC/DPTS 

18420 E. Silver Creek Ave Bldg 390   MS 

68 

Buckley AFB CO 80011 

 

 

Records and Board Support Division. 

Manages the OES for ARC officers 

not on the Active Duty List and the 

Enlisted Evaluation System for ARC 

enlisted personnel following policy 

provided by HAF/RE and 

NGB/A1PP. Note: All  wet signature 

evaluations on ARC personnel are 

sent to this office, except general 

officers. 

9 HQ AFPC/DP1ORM 

550 C Street West  

Joint Base San Antonio-Randolph TX 

78150 

Maintains the ARMS/PRDA on all 

RegAF personnel.  

10 HQ ARPC/DPTS 

18420 E. Silver Creek Ave Bldg 390 MS 68 

Buckley AFB CO 80011 

(Reserve/Guard ARMS) Maintains the 

Automate Records Management 

System on all ARC personnel.   

See Note 2. 

11 AF/RE 

1150 Air  Force Pentagon  

Washington District of Columbia 20330-1150 

Provides AFR OES/EES 

policy with collaboration 

with AF/A1P and 

AFPC/DP3SP. 

12 HQ AFPC/DP2N 

550 C Street West 

Joint Base San Antonio-Randolph TX 78150-

4727 

Medical Service Officer Management. 

Provides advice on reporting policy for 

officers within the health professions, 

in conjunction with AF/SG1, Medical 

Force Development Directorate, Office 

of the Surgeon General, AF/SG. 
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13 AFRC/A1 

155 Richard Bay Blvd  

Robins AFB GA 31098-5000 

Responsible for effective management 

and operation of all AFRC Manpower, 

Personnel and Services programs, 

plans, policies and procedures. 

Note: AFRC/A1 is approval authority 

for evaluation close-out date extensions 

for all AFR members. 

14 AFRC/A1K 

155 Richard Bay Blvd 

Robins AFB GA 31098-5000 

Promotions, Retention and Customer 

Service Branch. Provides AF OES/EES 

policy and guidance following policy 

provided by AF/A1PP or AF/RE. 

A1KK also processes close-out date 

extensions to A1 for 

approval/disapproval for Lt thru Lt 

Col. 

15 AFRC/A1L 

155 Richard Bay Blvd 

Robins AFB GA 31098-5000 

Senior Leader (Colonel) Management 

Division for AFRC. 

16 NGB-GOMO Bldg 2 

111 South George Mason Drive 

Arlington VA 22204 

National Guard General Officer 

Management Office. Responsible for 

promotions and evaluations for all 

National Guard brig gen and above. 

17 NGB/A1P 

3500 Fetchet Ave. 

Joint Base Andrews, MD 20762 

Force Management Division.  

 

A1PO - Responsible for Officer 

Programs and Policy for colonels and 

below. 

 

A1PP - Responsible for enlisted 

evaluations and enlisted promotions 

with collaboration with AF/A1P and 

AFPC/DPSID. 

18 Professional Development Directorate  

1420 Air  Force Pentagon, Suite 5D140 

Washington District of Columbia 20330-1420 

The Judge Advocate Generalôs Corps 

Professional Development Directorate. 

Provides advice on reporting policy for 

judge advocates. 

Note: 
1.  All digitally signed evaluations (colonels and below) must be submitted through the vPC.  

(T-1).  

2.  All digitally signed GO evaluations must be submitted through Right Now Technology.  
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Table 1.2.  Missing and Late Evaluations (See Notes 1 and 2). 

R 

U 

L 

E 

A B C 

The report was 

located or successfully 

re-accomplishment: 
 

and the 

system 

contains 

the 

overall 

rating and 

close-out 

date: 

Then: 

1 No Yes When authorized by AFPC/ARPC the 

CSS/MPF/HR Specialist or The Joint 

Forces Headquarters (Human Resource 

Office) or NGB/HR who discovers the 

discrepancy prepares AF Form 77. See 

Table 5.1.  

2 No 

 

When authorized by AFPC/ARPC the 

CSS/MPF/HR Specialist prepares AF Form 

77.  See Table 5.1. 

3 Yes  File form according to paragraph 1.14.1.1. 

and update the system, if appropriate. 
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Notes: 
1.  The gaining Commander Support Staff/Military Personnel Flight/Human Resource 

(CSS/MPF/HR) Specialist, The Joint Forces Headquarters (Human Resource Office) or 

NGB/HR tracks missing or late evaluations. The losing CSS/MPF/HR Specialist, 

ARPC/DPTSE, the Joint Forces Headquarters (Human Resource Office) or NGB/ HR 

gives the gaining CSS/MPF/HR Specialist, ARPC/DPTSE, The Joint Forces Headquarters 

(Human Resource Office) or NGB/ HR a copy of AF Form 330, Records 

Transmittal/Request, when appropriate.  Do not re-accomplish evaluations more than 18 

months past the close-out date.  AF Forms 77 are prepared by the CSS/MPF/HR Specialist. 

2.  When all attempts to find the missing evaluation fail, the HR Specialist sends an 

inquiry to AFPC/DP2SPE or ARPC/DPTSE (officers/SNCOs), requesting that 

AFPC/DP2SPE or HQ ARPC/DPTS search the history files for the EPR rating.  Include in 

the request: 

a. a.  All known information that may assist in identifying the missing evaluation. 

b.  An account of all actions taken to find the missing EPR.  For personnel with prior 

service, do not send a request to AFPC/DP2SP or ARPC/DPTSE for missing evaluations 

earlier than 120 calendar days after the date the ratee reentered to duty.  The 

CSS/MPF/HR Specialist provides this information when requesting a search for missing 

APRs or EPRs on personnel with prior service: 

Name, Grade, Social Security Number, Grade at separation, Date of separation, Whether 

an AF Form 1613, Statement of Service, might exist. 

Note:  If AFPC/DP2SPE or finds the rating in the history files, complete an AF Form 77 

according to Table 5.1.  When more than one evaluation is involved, the MPF/CSS/HR 

Specialist may prepare one AF Form 77 according to Table 5.1, if no gaps exist in the 

period of the missing evaluations.  However, if the MPF/CSS/HR Specialist later receives 

one or more of the missing evaluations, the MPF/CSS/HR Specialist prepares one or more 

AF Forms 77, as required, so that periods of time in the performance record remain 

consecutive.  If the rating is not available, comply with Table 5.1. 
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Chapter 2 

AIRMAN COMPREHENSIVE  ASSESSMENT 

2.1.  Purpose.  An Airman Comprehensive Assessment (ACA) is a formal, two-way 

communication between a rater and ratee to discuss standards, responsibilities, expectations, and 

goals.  Raters document the session on the ACA worksheet and use the performance feedback 

section to assess or discuss the objectives, standards, behavior, and performance with the ratee.  

Providing this information helps an individual contribute to positive communication, improve 

performance, and grow professionally.  The following information applies to all military 

personnel. 

2.2.  Responsibilities. 

2.2.1.  The ratee will:   

2.2.1.1.  Know when ACAs are due.  (T-3). 

2.2.1.2.  Request a ñRatee Requestedò feedback session from the rater, when needed.  If a 

ratee requests a feedback session, the rater will provide one within 30 calendar days of the 

request.  (T-3). 

2.2.1.3.  Provide timely notification to the rater and, if necessary, the raterôs rater, when 

required or requested feedback did not take place.  (T-3). 

2.2.1.4.  Complete Section III on their own and review Section VII (AF Form 724), Section 

IX (AF Form 931), or VIII (AF Form 932) in preparation for the ACA feedback session. 

(T-3). 

2.2.1.5.  Sign the ACA indicating the date the supervisor conducted the feedback.  (T-3). 

2.2.2.  The rater will: 

2.2.2.1.  Know when ACAs are due and provide them, at a minimum, as required by this 

instruction.  (T-3). 

2.2.2.2.  Use this instruction to assist in preparing for, scheduling, and conducting ACA 

feedback sessions.  See Tables 2.1, 2.2, 2.3, and 2.4.  (T-3). 

2.2.2.3.  Understand, demonstrate, and communicate Air Force standards and expectations 

such as those outlined in AFH 36-2618, Enlisted Force Structure, when providing ACA to 

personnel.  (T-3). 

2.2.2.4.  Provide effective assessments by being realistic, honest, and timely.  This will 

help the ratee improve performance and grow professionally and personally.  Effective 

assessments may differ for each Airman but can include in-depth discussions with the ratee 

and written comments on the ACA form.  (T-3). 

2.2.2.5.  Provide the original completed and signed ACA form to the ratee.  (T-3). 

2.2.2.6.  Retain a copy of the signed and dated ACA form.  The midterm ACA is required 

to be routed with the OPR/EPR, but will not be part the official record.  See paragraph 

2.9.3 for individuals authorized to view the ACA form.  Exception:  Extremely rare 

circumstances may exist where a midterm ACA form is not available to be routed with the 

evaluation (e.g., the rater has been removed from supervisory/rater duties).  (T-3). 
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2.2.2.7.  The ACA form is a communication tool and is not to be used to discover or 

document behavior which may result in administrative or judicial action.  (T-3).  Document 

behavior that deviates from AF standards through a Letter of Reprimand, Letter of 

Counseling, Letter of Admonishment, or Memorandum for Record.  (T-3). 

2.2.2.8.  Provide the ratee the most current AF Benefits Fact Sheet (available on AF Portal).  

(T-3). 

2.2.3.  The additional rater will: 

2.2.3.1.  Ensure raters properly conduct timely ACA sessions.  (T-3). 

2.2.3.2.  Conduct ACA sessions when the rater is not available due to unusual 

circumstances or when officially assuming the raterôs responsibilities.  (T-3). 

2.2.4.  The unit commander will: 

2.2.4.1.  Oversee the ACA program.  (T-2). 

2.2.4.2.  Consider disciplining and removing supervisory responsibilities for raters who fail 

to conduct proper and timely ACA sessions.  (T-2). 

2.2.5.  The Military Personnel Flight (MPF) will: 

2.2.5.1.  Provide guidance on the ACA program and assist Commander Support Staffs 

when needed.  (T-3). 

2.2.5.2.  Not be required to maintain a repository for ACAs for personnel assigned. 

2.2.6.  The unit will:  (T-2). 

2.2.6.1.  Develop a local tracking mechanism to ensure timely distribution of ACA notices.  

(T-3).  Raters are responsible for maintaining copies of ACA forms on their assigned ratees 

(RegAF only). 

2.3.  Who Requires an Airman Comprehensive Assessment.  ACAs are mandatory for all 

RegAF and ARC Airmen, airman basic through colonel.  ACA forms are not prepared when a 

ratee is a captive, patient, prisoner, or absent without leave.  For officers receiving an AF Form 

475, Education/Training Report, and enlisted in approved initial or advanced skills training 

courses, ACA forms may be completed at the discretion of the commander of the school.  For 

performance evaluations completed on non-rated initial skills training or advanced skills training 

course students, academic progress reports will serve in lieu of the mandatory mid-term ACA 

session.  (T-3). 

2.4.  Guidance for Conducting Airman Comprehensive Assessments Sessions.  Conduct ACA 

sessions face-to-face.  (T-3).  Exception:  When this is not feasible, sessions may be conducted 

by telephone.  In these cases, the rater will forward the ACA form to the ratee to complete Section 

III and review the òKnowing Your Airmanò section.  After the ACA session is complete, the rater 

will forward the finalized form to the ratee within 10 calendar days.  (T-3). 

2.5.  When to Conduct Documented Airman Comprehensive Assessment Sessions.  See Table 

2.1 
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2.6.  The Airman Comprehensive Assessment Notice. 

2.6.1.  The rater should receive a computer-generated notice 30 calendar days after supervision 

begins and again halfway between the time supervision began and the projected performance 

report close-out date.  The notice serves to remind the rater that an ACA session is due.  

However, failing to receive a notice does not justify failing to or negate the raterôs 

responsibility to conduct a required session. 

2.6.2.  For Air National Guard (ANG) officers, the Military Personnel Flight (MPF) will send 

the Airman Comprehensive Assessment notice to the rater concurrently with the OPR notice 

or upon initial assignment of the ratee.  If the reason for the OPR is a Change of Reporting 

Official (CRO), the new rater will receive the ACA notice within 5 duty days after the effective 

date of the CRO.  Conduct the ACA session no later than 60 calendar days after the OPR close-

out date, initial assignment date, or effective date of CRO. 

2.6.3.  Since the ratee shares the responsibility to ensure ACA sessions are conducted, the ACA 

notice is also sent to the ratee, 30 calendar days after sending the notice to the rater (for officers) 

or concurrently with the notice sent to the rater (for enlisted). 

2.6.4.  For Individual Mobilization Augmentees, the ACA notice is sent to the supervisorôs 

RegAF MPF for forwarding to the supervisor. 

2.6.5.  ANG does not currently have a standardized, automated process to create ACA notices 

for raters and ratees.  ANG MPFs may not be able to provide raters and ratees with a computer-

generated ACA notice.  If computer-generated notices are not available, MPFs should use 

alternate forms of communication to notify raters and ratees.  Mass communication from MPF 

to wing personnel is acceptable. Signed notices are not required for ANG personnel. 

2.7.  Airman Comprehensive Assessment Forms. 

2.7.1.  For second lieutenant through colonel, use AF Form 724.  See Table 2.4 for 

instructions. 

2.7.2.  For MSgt (including selects) through CMSgt, use AF Form 932.  See Table 2.3 for 

instructions. 

2.7.3.  For AB through TSgt, use AF Form 931.  See Table 2.2 for instructions. 

2.8.  Preparing the Airman Comprehensive Assessment Worksheet.   The ACA form should 

outline the issues discussed during the ACA session; however, it is primarily a guide for 

conducting the assessment session, not a transcript.  Therefore, omission of an issue from the form 

does not, by itself, constitute proof that the issue was not discussed. 

2.8.1.  The ACA form may be handwritten or typed by the rater providing the assessment. 

2.9.  Disposition and Access. 

2.9.1.  Do not make the ACA form an official part of any personnel record (including Personal 

Information Files) nor use it in any personnel action with the exception of paragraph 2.9.3.  

(T-1).  Note:  At a minimum, the rater will maintain a copy of the Airman Comprehensive 

Assessment worksheet until the evaluation becomes a matter of record. 

2.9.2.  The ratee may grant access to the completed form at his/her discretion. 
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2.9.3.  The ACA form may not be reviewed by anyone other than the rater, ratee and authorized 

personnel as outlined in the following paragraphs, specifically for the purposes of completing 

performance evaluations.  It may not be introduced in any other personnel action unless the 

ratee first introduces it, or alleges either an ACA session was not conducted or the sessions 

were inadequate.  (T-1). 

2.9.3.1.  For enlisted, the additional rater, raterôs rater (when the additional rater is not also 

the raterôs rater), Commanderôs Support Staff, First Sergeant, squadron/group 

superintendents or equivalent, squadron/group/wing commanders or equivalent, Forced 

Distributor, Military Personnel Flight personnel, command chief, final evaluator, and 

functional examiner/Air Force advisor (when applicable) are authorized access to the ACA 

form specifically for the purpose of completing and processing performance evaluations.  

(T-1). 

2.9.3.2.  For officers, the additional rater, Commanderôs Support Staff, First Sergeant, 

squadron/group/wing commanders or equivalent, reviewer, functional examiner/Air Force 

advisor (when applicable), and Military Personnel Flight personnel are authorized access 

to the ACA form specifically for the purpose of completing and processing performance 

evaluations.  (T-1). 

2.9.4.  Temporary Duty (TDY) supervisors may conduct assessments and complete ACA 

forms.  However, the form will not be sent to the home station rater.  (T-1).  A memo will be 

sent to the home station rater if there are any issues the temporary supervisor may wish to 

address.  Exception:  If the TDY rater has been officially designated as the rateeôs reporting 

official, an ACA is required. 

2.10.  Failure to Conduct or Document an Airman Comprehensive Assessment 

Session.  While documented ACA sessions are required by this instruction, they do not replace 

informal day-to-day communication and feedback.  A rater's failure to conduct a required or 

requested ACA session or failure to document the session on an ACA form, will not, of itself, 

invalidate any subsequent performance report or PRF. 

2.11.  Tracking Airman Comprehensive Assessments Sessions.  Unit commanders may 

establish procedures beyond those provided in this instruction to check ACA completion 

compliance provided those procedures do not violate paragraph 2.9.3. 

Table 2.1.  Airman Comprehensive Assessment Requirements. 

R 

U 

L 

E 

A B 

 

If the ratee is 

 

then the ratee requires the following 

feedback 

   1 a CMSgt or a colonel Initial (See Notes 1 & 4) 

2 a MSgt or SMSgt, major or lieutenant 

colonel 

Initial (See Notes 1 & 4) 

Midterm (See Notes 2 & 4) 

End-of-reporting period (See Note 3) 
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3 an AB, Amn or A1C (who has already 

received an EPR), a SrA through TSgt, 

a lieutenant through captain 

(see Notes 6 & 7) 

Initial (See Notes 1 & 4) 

Midterm (See Notes 2 & 4) 

End-of-reporting period (See Note 3) 

4 an AB, Amn or A1C (with less than 20 

months Total Active Federal Military 

Service or less than 20 months Date 

Initial Entry Uniformed Services for 

ARC ) 

Initial (See Note 1) 

Midterm (See Note 5) 

5 an AB through colonel Requested by Ratee (See Note 8) 

6 an AB through colonel When determined necessary by the rater 

Notes: 

1.  The rater must conduct the initial feedback session within the first 60 calendar days 

he/she initially begins supervision.  This will be the rateeôs only initial feedback until they 

have a change of reporting official.  For CMSgts and colonels, this is the only feedback 

required. 

2.  The rater must conduct the midterm feedback session midway between the date 

supervision begins and the projected close-out date of the next OPR/EPR. 

3.  The rater conducts an End-of Reporting Period feedback session when an evaluation 

has been accomplished.  This session must be conducted within 60 calendar days of the 

close-out of the evaluation and serves two distinct purposes.  The first purpose is to review 

and discuss with the ratee the previous reporting period and resulting OPR/EPR.  The 

second purpose is to establish expectations for the new reporting period.  This feedback 

may be accomplished using evaluation that just closed or a new AF Form 931/724.  Note:  

(Officers only)  If the evaluation is due to a change of reporting official, the new rater will 

be required to do an initial feedback in addition to the feedback performed by the previous 

rater during the presentation of the evaluation. 

4.  ARC personnel are not required to complete an Airman Comprehensive Assessment for 

a member who is pending separation or discharge under AFI 36-3209, Separation and 

Retirement Procedures for Air National Guard and Air Force Reserve Members. 

5.  After the initial feedback session is conducted, conduct a (midterm) feedback session 

every 180 calendar days until the rater writes an EPR or a change of reporting official 

occurs. 

6.  If the ratee is due an annual evaluation and the period of supervision is less than 150 

days, the rater conducts the feedback session approximately 60 calendar days before the 

projected evaluation close-out date. 

7.  (Officers only)  If the ratee is getting a change of reporting official evaluation and time 

permits, the rater will hold a feedback session within 60 calendar days of the close-out 

date, but not later than 30 calendar days prior. 

8.  When a ratee requests a feedback session, the rater must conduct a session within 30 

calendar days of the rateeôs request if at least 60 calendar days have passed (at the raterôs 

discretion) since the last feedback session. 
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Table 2.2.  Preparing AF Form 931, Airman Comprehensive Assessment (AB thru TSgt). 

 SECTION I.  RATEE IDENTIFICATION DATA (to be completed by rater)  

I  

T 

E 

M  

A  B 

Heading  Instructions 

1 Name 

 

In all upper case, enter last name, first name, middle initial, 

and any suffix (i.e. JR., SR, III).  If there is no middle initial, 

the use of  No Middle Name ñNMIò is optional. 

2 Rank Self-explanatory 

3 Unit Enter information as of the ACA completion date. The goal is 

an accurate description of what unit the ratee belongs.  

For Individual Mobilization Augmentees, Participating 

Individual Ready Reserve (PIRR) and PIRR Cat E, 

information will be that of unit of attachment. 

 

  SECTION II.  TYPE OF ASSESSMENT (to be completed by rater) 

I  

T 

E 

M 

  

M

M

M           

A  B 

Heading Instructions 

4 Type of Assessment Indicate whether the assessment is initial, midterm, follow-

up, ratee requested, or rater directed.  Sections VI, VII and 

VIII will  not be completed during initial feedback sessions. 

 

Once Section II is completed the rater forwards the ACA 

form to the ratee to assess himself/herself.  The information 

captured during the self-assessment will assist the rater when 

accomplishing the remaining areas of the overall assessment. 

 SECTION III.  SELF-ASSESSMENT (to be completed by ratee) 

I  

T     

E 

M 

A B 

Heading Instructions 

5 Responsibility, 

Accountability, Air  

Force Culture, and Self 

Ratee will  place a ñYò in the block indicating they 

understand the importance of the self-assessment area or a 

ñNò to indicate they need more information from the rater 

in order to make a self-assessment in that area. 

 

After the ratee completes the self-assessment they will  return 

the ACA form to the rater. 
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 SECTION IV.  AIRMANôS CRITICAL  ROLE IN SUPPORT OF THE MISSION  

(to be completed by rater)  

I  

T 

E 

M  

A B 

Heading Instructions 

6 Airmanôs Critical 

Role in Support of the 

Mission 

Completed by the rater to identify the rateeôs critical role in 

achieving mission success. 

 SECTION V. INDIVIDUAL  READINESS INDEX  (to be completed by rater)  

I  

T 

E 

M  

A B 

Heading Instructions 

7 Individual Readiness 

Index 

Rater consults Unit Deployment Manager to identify rateeôs 

current deployment status and AEF Indicator. 

 

Rater will  place an ñRò in the first box indicating the rateeôs 

readiness status as currently not deployable or ñGò if the 

rateeôs current readiness status is deployable. 

8 AEF Indicator Rater will  identify the AEF Indicator in the second box. 

 

 

 

SECTION VI.  PERFORMANCE:  LEADERSHIP/PRIMARY  

DUTIES/FOLLOWERSHIP/TRAINING  (to be completed by rater)  

I  

T 

E

M  

A 
 

 B 

Heading  Instructions 

9 Task 

Knowledge/Proficiency 

Consider the quality, quantity, results, and impact of the 

Airmanôs knowledge and ability to accomplish tasks.  See 

Note. 

10 Initiative/Motivation Describes the degree of willingness to execute duties, 

motivate team members, and develop innovative new 

processes.  See Note. 

11 Skill Level Upgrade 

Training 

Consider skill level awarding course, CDC timeliness and/or 

completion, course exam results, and completion of core task 

training.  Mark ñN/Aò for Airmen that possess required skill 

level/training.  See Note. 

12 Duty Position 

Requirements, 

qualifications, and 

certifications 

Consider duty position qualifications, career field 

certifications (if applicable), and readiness requirements. 

Mark ñN/Aò for Airmen that possess training commensurate 

with grade prior to reporting period.  See Note. 
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13 Training of others Consider the Airmanôs effort and impact made by training 

others.  Mark ñN/Aò for Airmen with no valid opportunity to 

train.  See Note. 

14 Comments Provide specific comments tailored to those areas assessed in 

Section VI. 

 SECTION VII.  FOLLOWERSHIP/LEADERSHIP  (to be completed by rater) 

I  

T 

E 

M  

A B 

Heading Instructions 

15 Resource utilization 

(e.g. time management, 

equipment, manpower 

and budget) 

Consider how effectively the Airman utilizes resources to 

accomplish the mission.  See Note. 

16 Comply with/enforce 

standards 

Consider personal adherence and enforcement of fitness 

standards, dress and personal appearance, customs and 

courtesies, and professional conduct.  See Note. 

 
 
17 

Communication skills Describes how well the Airman receives and relays 

information, thoughts, and ideas up and down the chain of 

command (includes listening, reading, speaking, and writing 

skills); fosters an environment for open dialogue.  See Note. 

18 Caring, respectful 

and dignified 

environment 

(teamwork) 

Rate how well the Airman selflessly considers others, values 

diversity, and sets the stage for an environment of dignity and 

respect, to include promoting a healthy organizational climate.  

See Note. 

19 Comments Provide specific comments tailored to those areas assessed in 

Section VII. 

 SECTION VIII.  WHOLE  AIRMAN CONCEPT (to be completed by rater)  

I  

T 

E 

M  

A B 

Heading Instructions 

20 Air Force Core Values Consider how well the Airman adopts, internalizes and 

demonstrates our Air Force Core Values. See Note. 

21 Personal and 

Professional 

Development 

Consider the amount of effort the Airman devoted to improve 

themselves and their work center/unit through education and 

involvement.  See Note. 
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22 Esprit de corps and 

community relations 

Consider how well Airman promotes camaraderie, embraces 

esprit de corps, and acts as an Air Force ambassador.  See 

Note. 

23 Comments Provide specific comments tailored to those areas assessed in 

Section VIII. 

 

 

 

 SECTION IX.  KNOWING YOUR AIRMAN (to be completed during formal      

 feedback between rater and ratee) 

I  

T 

E 

M  

A B 

Heading Instructions 

24 Questions 1-7 Completed during Airman Comprehensive Assessment 

session discussion.  Provides questions designed to facilitate 

open communication between the ratee/rater and may trigger 

areas and/or specific items which need to be probed in more 

depth.  These questions are not intended to be all 

encompassing.  The purpose is to help start the conversation 

on the particular item, not make it an interrogation.  Items 6 

and 7 are designed to receive feedback from the ratee and to 

set specific expectations for the rateeôs growth. 

I  

T 

E 

M  

A B 

Heading Instructions 

25 Ratee/Rater Signature 

and Date 

In the instance where digital signatures are not used, sign in 

reproducible blue or black ink and handwrite or date stamp 

the date.  Do not sign blank forms or sign before the Airman 

Comprehensive Assessment completion date (only on the date 

of completion).  The forms have digital capability; the use of 

digital signatures is optional. 

Note:  Use the appropriate word picture/rating assigned to each area on the performance 

assessment when filling out the Airman Comprehensive Assessment. 

Table 2.3.  Preparing AF Form 932 (MSgt - CMSgt) Airman Comprehensive Assessment. 

  SECTION I.  RATEE IDENTIFICATION DATA (to be completed by rater)  

I  

T 

E 

M  

A B 

 Heading  Instructions 

1  Name In all upper case, enter last name, first name, middle initial, 

and any suffix (i.e. JR., SR, III).  If there is no middle initial, 

the use of ñNMIò is optional.   

2  Rank Self-explanatory 
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3  Unit Enter information as of Airman Comprehensive Assessment 

completion date.  The goal is an accurate description of what 

unit the ratee belongs. 

For IMAs, PIRR and PIRR Cat E, information will be that of 

unit of attachment. 

 

Information will be in all upper/lower case. 

  SECTION II.  TYPE OF ASSESSMENT (to be completed by rater) 

I  

T 

E 

M  

 A   B 

 Heading  Instructions 

4  Type of Assessment Indicate whether the assessment is initial, mid-term, ratee 

requested, or rater directed (Sections VI and VII will not be 

completed during initial feedback sessions). 

 

Once Section II is completed the rater forwards the Airman 

Comprehensive Assessments to the ratee who will assess 

himself/herself.  The information captured during the self-

assessment will assist the rater when accomplishing the 

remaining areas of the overall assessment. 

 

 

 

 SECTION III.  SELF ASSESSMENT (to be completed by ratee) 

I  

T 

E 

M  

 A  B 

 Heading Instructions 

5 Responsibility, 

Accountability, Air 

Force Culture, and  

Self  

Ratee will place a ñYò in the block indicating they 

understand the importance of the self-assessment area, or a 

ñNò to indicate they need more information from the rater in 

order to make a self-assessment in that area. 

 

After the ratee completes the self- assessment they will 

return the Airman Comprehensive Assessment to the rater. 

 



64 AFI36-2406  14 NOVEMBER 2019 

  SECTION IV.  AIRMANôS CRITICAL ROLE IN SUPPORT OF THE MISSION 

 (to be completed by rater) 

I  

T 

E 

M  

 A  B 

 Heading Instructions 

6 Airmanôs Critical Role 

in Support of the 

Mission 

Completed by the rater to identify the rateeôs critical role in 

achieving mission success. 

 SECTION V. INDIVIDUAL  READINESS INDEX  (to be completed by rater)  

I  

T 

E 

M  

 A  B 

 Heading Instructions 

7 Individual Readiness 

Index 

Rater consults Unit Deployment Manager to identify rateeôs 

current deployment status and AEF Indicator. 

 

Rater will place an ñRò in the first box indicating the rateeôs 

readiness status as currently non-deployable or ñGò if the 

rateeôs current readiness status is deployable. 

8 AEF Indicator Rater will identify the AEF Indicator in the second box.   

 

 

 

 SECTION VI. PERFORMANCE: LEADERSHIP/PRIMARYDUTIES/   

 FOLLOWERSHIP/TRAINING (to be completed by rater)  

I  

T 

E 

M  

 A  B 

 Heading Instructions 

9 Mission 

Accomplishment 

Consider the Airmanôs ability to lead and produce timely, 

high quality/quantity, mission-oriented results.  See Note. 

10 Resource Utilization 

(e.g. time management, 

equipment, manpower 

and budget) 

Consider how effectively the Airman leads their team to 

utilize their resources to accomplish the mission.  See Note. 

11  Team Building Consider the amount of innovation, initiative and motivation 

displayed by the Airman and their subordinates 

(collaboration).  See Note. 

 

 

12 

Mentorship Consider how well Airman knows their subordinates, accepts 

personal responsibility for them, and is accountable for their 

professional development.  See Note. 
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13 Communication Skills Describes how well the Airman communicates (includes 

listening, reading, speaking and writing skills) in various 

mediums, translates superiorsô direction into specific tasks 

and responsibilities, fosters an environment for open 

dialogue and enhances communication skills of subordinates.  

See Note. 

14 Complies with/enforces 

standards 

Consider personal adherence and how the Airman fosters an 

environment where everyone enforces fitness standards, 

dress and personal appearance, customs and courtesies, and 

professional conduct.  See Note. 

15 Duty Environments Rate how well the Airman establishes and maintains caring, 

respectful, and dignified environments while valuing 

diversity, to include promoting a healthy organizational 

climate.  See Note. 

16 Training Describes how well the Airman and his/her team complies 

with upgrade, duty position, and certification requirements.  

See Note. 

17 Comments Provide specific comments tailored to those areas assessed in 

Section VI. 

 SECTION VII.  WHOLE  AIRMAN CONCEPT (to be completed by rater) 

I  

T 

E 

M  

A B 

Heading Instructions 

18 Air Force Core Values Consider how well the Airman adopts, internalizes, 

demonstrates and insists on adherence of our Air Force Core 

Values of Integrity First, Service Before Self and Excellence 

in All We Do.  See Note. 

19 Personal and 

Professional  

Development 

Consider effort the Airman devoted to improve their 

subordinates, their work center/unit and themselves.   

See Note. 

20 Esprit de corps and 

community relations 

Consider how well Airman promotes camaraderie, enhances 

esprit de corps, and develops Air Force ambassadors.  See 

Note. 

21 Comments Provide specific comments tailored to those areas assessed in 

Section VII. 

 

 SECTION VIII.  KNOWING YOUR AIRMAN (to be completed during formal  

feedback) 

between rater and ratee) I  

T 

E 

M  

A B 

Heading Instructions 
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22 Questions 1-7 Completed during Airman Comprehensive Assessment 

session discussion.  Provides questions designed to 

facilitate open communication between the ratee/rater and 

may trigger areas and/or specific items which need to be 

probed in more depth.  These questions are not intended to 

be all encompassing.  The purpose is to help start the 

conversation on the particular item, not make it an 

interrogation.  Items 6 and 7 are designed to receive 

feedback from the ratee and to set specific expectations for 

the rateeôs growth. 

23 Ratee/Rater Signature 

and Date 

In the instance where digital signatures are not used, sign in 

reproducible blue or black ink and handwrite or date stamp 

the date.  Do not sign blank forms or sign before the Airman 

Comprehensive Assessments completion date (only on the 

date of completion).  The forms have digital capability; the 

use of digital signatures is optional. 

Note:  Use the appropriate word picture/rating assigned to each area on the performance 

assessment when filling out the Airman Comprehensive Assessment. 

Table 2.4.  Preparing AF Form 724 (Lt thru Col) Airman Comprehensive Assessment. 

  SECTION I.  RATEE IDENTIFICATION DATA (to be completed by rater)  

I  

T 

E 

M  

 A  B 

 Heading  Instructions 

1 Name In all upper case, enter last name, first name, middle initial, 

and any suffix (i.e. JR., SR, III).  If there is no middle 

initial, the use of ñNMIò is optional.   

2 Rank Self-explanatory 

3 Unit Enter information as of Airman Comprehensive Assessment 

completion date.  The goal is an accurate description of 

what unit the ratee belongs.  For IMAs, PIRR and PIRR Cat 

E, information will be that of unit of attachment. 

  SECTION II.   TYPE OF ASSESSMENT (to be completed by rater) 

I  

T 

E 

M 

 A B 

 Heading Instructions 
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4  Type of Assessment Indicate whether the assessment is initial, mid-term, 

follow-up, ratee requested, or rater directed (Section VI 

and will not be completed during initial feedback 

sessions). 

 

Once Section II is complete the rater forwards the Airman 

Comprehensive Assessment to the ratee who will assess 

himself/herself.  The information captured during the self-

assessment will assist the rater when accomplishing the 

remaining areas of the overall assessment.  

  SECTION III.  SELF ASSESSMENT (to be completed by ratee) 

I  

T 

E 

M 

 A B 

 Heading Instructions 

5 Responsibility, 

Accountability, Air 

Force Culture, and Self 

Ratee will place a ñYò in the block indicating they 

understand the importance of the self-assessment area, or a 

ñNò to indicate they need more information from the rater 

in order to make a self-assessment in that area. 

 

After the ratee completes the self- assessment they will 

return the Airman Comprehensive Assessment to the rater. 

 

 SECTION IV.  AIRMANôS CRITICAL ROLE IN SUPPORT OF THE MISSION 

 (to be completed by rater) 

I  

T 

E 

M 

 A  B 

 Heading  Instructions 

6 Airmanôs Critical Role 

in Support of the 

Mission 

Completed by the rater to identify the rateeôs critical role in 

achieving mission success. 

  SECTION V.  INDIVIDUAL READINESS INDEX (to be completed by rater)  

I  

T 

E 

M 

 A  B  

Heading Instructions 

7 Individual Readiness 

Index 

Rater consults Unit Deployment Manager to identify rateeôs 

current deployment status and AEF Indicator. 

Rater will  place an ñRò in the first box indicating the rateeôs 

readiness status as currently non-deployable or ñGò if the 

rateeôs current readiness status is deployable. 
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8 AEF Indicator Rater will  identify the AEF Indicator in the second box.   

 SECTION VI.  PERFORMANCE FEEDBACK  (to be completed by rater):  

Self-explanatory 

 SECTION VII.  KNOWING YOUR AIRMAN (to be completed during formal 

feedback between rater and ratee) 

 

 

I  

T 

E 

M  

A B 

Heading Instructions 

9 Questions 1 ï 7  Completed during Airman Comprehensive Assessment 

session discussion.  Provides questions designed to 

facilitate open communication between the ratee/rater 

and may trigger areas and/or specific items which need 

to be probed in more depth.  These questions are not 

intended to be all encompassing.  The purpose is to help 

start the conversation on the particular item, not make it 

an interrogation.  Items 6 and 7 are designed to receive 

feedback from the ratee and to set specific expectations 

for the rateeôs growth. 

10 Ratee/Rater Signature and 

Date 

In the instance where digital signatures are not used, 

sign in reproducible blue or black ink and handwrite or 

date stamp the date.  Do not sign blank forms or sign 

before the Airman Comprehensive Assessment 

completion date (only on the date of completion).  The 

forms have digital capability; the use of digital 

signatures is optional. 

Note:  Use the appropriate word picture/rating assigned to each area on the performance 

assessment when filling out the Airman Comprehensive Assessment. 
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Chapter 3 

OFFICER PERFORMANCE EVALUATIONS (OPRS)  

3.1.  General Guidelines.    See Chapter 1 for general processing guidance applicable to all 

evaluations. 

3.2.  Purpose. 

3.2.1.  Evaluation ratings are used to document performance and potential as well as provide 

information for making promotion recommendation, selection, or propriety action; selective 

continuation; involuntary separation; selective early retirement; assignment; school 

nomination and selection; and other management decisions.  Therefore, evaluators at all levels 

must use caution to prevent inflation; it is important to distinguish performance among peers 

and is a disservice to all officers when OPR ratings are inflated. 

3.2.2.  Marking Ratings (wet signatures only).  When electronic ratings are not used, enter 

hand-marked ratings after signing the evaluation to prevent erroneous entry of ratings by other 

personnel.  When hand-marking, use only reproducible dark blue or black ink. 

3.3.  Who Requires an OPR. 

3.3.1.  All colonels and below (except brigadier general selects), not being evaluated using AF 

Form 475 (see paragraph 6.1), or as specified in paragraph 3.4.  See Tables 3.2 and 3.3. 

3.3.2.  Any individual being released from RegAF to the ARC (participating or non-

participating) if there have been 60 calendar days or more since the closeout of the last OPR. 

3.3.3.  Officers filling an authorized 365-day extended deployment billet who have at least 120 

calendar days of supervision prior to departing for the deployment.  See paragraph 3.9. 

3.3.4.  Officers placed in prisoner status, appellate leave, or who are in Absent Without Leave 

status. 

3.3.5.  Officers whose separation/retirement is withdrawn.  An evaluation is due if the officerôs 

separation/retirement is withdrawn or cancelled.  If the original projected close-out date has 

not passed, then it will remain the same.  If the original projected close-out date has passed, 

the close-out date will be the date of the official withdrawal, cancellation, or as soon as the 

rater has 120 calendar days of supervision, whichever occurs first.  The reason for the 

evaluation is ñannual/biennialò. 

3.4.  Who Does Not Require an OPR. 

3.4.1.  Deployed commanders will use AF Form 77, Letter of Evaluation (LOE). 

3.4.2.  Brigadier General selects.  See Chapter 7. 

3.4.3.  AFR officers in a non-pay status PAS Code:  S7XXXXX). 

3.4.4.  Officers who are in full-time student (functional category: L) or patient status. 

3.4.5.  Officers in the Wounded Warrior or Career Intermission Programs. 

3.4.6.  Individuals who died on active duty.  However, if the death occurred on or after the 

close-out date of an evaluation that was already being processed, it becomes an optional 

evaluation. 
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3.4.7.  When the criteria under paragraphs 3.4.8 (retirement) or 3.4.9 (separation) are met, an 

annual evaluation becomes optional.  The rater may opt to write an evaluation and the ratee 

may request an evaluation be written.  If the rater chooses to submit an optional evaluation, the 

evaluation is written (regardless of whether the ratee wants the evaluation to be written or not).  

If the rater decides to submit an evaluation requested by the ratee, the senior rater decides 

whether an evaluation will be written.  If the rater does not wish to submit an evaluation, the 

senior rater may direct an evaluation be written. 

3.4.8.  Officers with an approved retirement date, provided all the following criteria below are 

met: 

3.4.8.1.  The approved retirement date is within 1 year of the projected annual/biennial 

close-out date of the evaluation.  Example:  If the approved retirement date is 1 Jun 20 and 

if the close-out date is 1 Jun 19 or later, no evaluation is required.  However, if the close-

out date is 31 May 19 or earlier, then an evaluation is required. 

3.4.8.2.  The retirement application was approved prior to the projected annual/biennial 

close-out date.  Example:  If the close-out date is 1 Jun 19, and the retirement application 

was approved on 1 Jun 19 or earlier, no evaluation is required.  However, if the retirement 

application was not approved until 2 Jun 19 or later, then an evaluation is required. 

3.4.8.3.  The officer will not be considered for promotion, selective continuation, or 

selective early retirement by a HAF central selection board or a Reserve of the Air Force 

(ResAF) selection board before retirement. 

3.4.9.  Officers with an approved separation date, provided the following criteria below are 

met: 

3.4.9.1.  The officer voluntarily resigns his/her commission, has fulfilled his/her military 

service obligation, and is not requesting or accepting a ResAF commission (RegAF 

officers) or retaining a ResAF commission (Reserve officers) or transferring to another 

service.  Reminderðevaluations are mandatory for anyone being released from RegAF to 

the ANG or AFR under the Palace Chase or Palace Front Programs. 

3.4.9.2.  The officer is RegAF and voluntarily resigns his/her commission, or is a Reserve 

officer, and is granted release from RegAF in lieu of action under AFI 36-3206, 

Administrative Discharge Procedures for Commissioned Officers, or court-martial.  Note:  

The evaluation is mandatory following court-martial conviction. 

3.4.9.3.  The officer is involuntarily discharged or released from RegAF under AFI 36-

3206 and AFI 36-3207, Separating Commissioned Officers; unless transferring to the 

ANG/AFR, i.e., Force Management. 

3.5.  When to Submit an OPR. 

3.5.1.  AF Form 707 for RegAF and Air National Guard (ANG) officers.  See Table 3.2. 

3.5.2.  AF Form 707 for USAF Reserve (AFR) officers.  See Table 3.3. 

3.5.3.  AF Form 78.  See Chapter 7. 

3.6.  Annual Reports.    RegAF and ARC officersô reports will close-out one year from the close-

out date of the last evaluation.  The first evaluation will close-out one year minus one day from 
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the Entered Active Duty date.  For example, the officerôs Extended Active Duty date is 15 Jun 18 

then the close-out date would be 14 Jun 19. 

3.7.  Change of Reporting Official Reports (including emergencies or no-notice departures). 

3.7.1.  Use the day before the effective date of the change for the close-out date. 

3.7.2.  When the rater or ratee is pending separation, retirement, or PCS, the close-out date will 

be 30 calendar days before the projected departure date, unless: 

3.7.2.1.  The 30-day rule will cause a ratee to be ineligible for an evaluation due to a lack 

of supervision.  Then the close-out date must be adjusted to the date on which the rater 

achieves the required number of days of supervision, but no later than one day before the 

departure date.  If the rater does not have the required supervision by the day before the 

departure date, a report is not required. 

3.7.2.2.  Approved by the commander, to record significant events.  Then adjust the close-

out date accordingly.  Significant events are things such as AF-level awards or derogatory 

information resulting in a referral evaluation, not simply additional daily achievements.  

However, the adjusted close-out date must be before the projected departure date and this 

only applies to change of reporting official reports. 

3.7.2.3.  If the ratee is a ResAF officer, adjust the close-out date within the 30-calendar day 

window to the date the ratee completes the minimum 16-point, and 120 calendar days of 

supervision requirement. 

3.7.3.  Change of reporting official evaluations resulting from a rateeôs or raterôs deployment 

are waived provided the ratee has received an evaluation within 180 calendar days of the 

deployment date and the ratee's performance is not of a referral nature. 

3.8.  Directed by HAF, NGB, or Commander (MAJCOM, wing, group, or squadron, as 

appropriate). 

3.8.1.  Message-Directed.  Use the date specified in the message directing the evaluation. 

3.8.2.  Missing in Action/Captured/Detained.  Use the date the ratee was placed in Missing in 

Action, captured, or detained in captive status. 

3.8.3.  Control Roster Placement.  Use one day before being placed on the control roster if the 

evaluation is directed as a result of placement on the control roster. 

3.8.4.  Control Roster Removal.  Use one day before expiration and/or removal from the 

control roster if directed as a result of being removed or upon completion of the control roster 

observation period. 

3.8.5.  Otherwise Directed.  Use the date as otherwise directed by the commander.  See Tables 

3.2 and 3.3. 

3.9.  365-day Extended Deployment OPRs.  Note:  These instructions apply only to members 

selected to fill an official Extended Deployment requirement.  Do not use these instructions for 

members filling other requirements, even though they may be extended to or beyond 365 calendar 

days. 

3.9.1.  Home Station Rating Chain Responsibilities: 
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3.9.1.1.  Prior To Departure: 

3.9.1.1.1.  If there has been at least 120 calendar days of supervision, the home station 

Commander Support Staff/Human Resource (CSS/HR) Specialist will generate a 

change of reporting official evaluation. 

3.9.1.1.2.  If there has been less than 120 calendar days of supervision, an informal 

letter of evaluation is required and the home station CSS/HR Specialist will send the 

letter of evaluation to the deployed Personnel Support for Contingency Operations 

when the memberôs annual evaluation becomes due.  The deployed rater may or may 

not use the information when preparing the annual evaluation. 

3.9.1.1.3.  If there has been less than 120 calendar days of supervision, but it has been 

more than 1 year since the memberôs last evaluation, only 60 calendar days of 

supervision will trigger an annual evaluation. 

3.9.1.1.4.  If the deployed rater is known prior to departure, the CSS/HR Specialist will 

update the deployed rater.  When the rater is not known, use the home station 

commander as a temporary rater.  This will facilitate home station and deployed 

commanderôs direct line of communication to ensure the rating chain is established and 

updated in a timely matter.  Example:  If the data is not updated immediately, a 

feedback notification will produce within 30 calendar days and that should remind the 

commander that the deployed data needs to be updated. 

3.9.1.2.  Upon Arrival in the Area of Responsibility:  The home station CSS/HR Specialist 

will coordinate with the deployed Personnel Support for Contingency Operations team and 

update MilPDS to reflect the memberôs deployed duty title and Duty Air Force Specialty 

Code effective the date the member arrives in the Area of Responsibility.  They will also 

update the deployed rater if the rater was unknown prior to departure.  All updates should 

be completed as soon as possible but no later than 30 calendar days after the member arrives 

in the Area of Responsibility. 

3.9.1.2.1.  Duty Title format:  All Extended Deployment personnel duty titles will be 

standardized to reflect the Extended Deployment ñduty title/countryò assigned.  If 

space allows, include the unit assigned.  Example:  ñCommander, 442 ECS/Iraqò or 

ñComm Mentor, Geographically Separated Unit /Afghanistan.ò 

3.9.1.2.2.  When determining the deployed rating chain, the rater should be the person 

who directly supervises the memberôs day-to-day activities.  The unit that owns the 

Unit Line Number will determine the rating chain.  Raters may be in any United States 

or foreign military service or a civilian in a supervisory position, and must be in a grade 

equal to or higher than the ratee.  In joint environments, an Air Force unit will be 

designated to have administrative control responsibilities.  With regard to evaluations, 

this involves managing the evaluation program, ensuring evaluations are accomplished 

on individuals on extended deployments, formal Letters of Evaluation are 

accomplished on deployed commanders, and decorations and informal Letters of 

Evaluation are processed per local and MAJCOM direction.  Administrative Control 

responsibility does not necessarily extend to writing the evaluations on those attached 

to the Air Force unit for Administrative Control purposes. 

3.9.1.3.  Upon Return from the Area of Responsibility: 
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3.9.1.3.1.  The home station CSS/HR Specialist will change the memberôs rater, Duty 

Air Force Specialty Code, and duty title in MilPDS to reflect home station (post-

deployment) information. 

3.9.1.3.2.  The home station senior rater/commander will continue to complete the 

commanderôs review/reviewerôs (senior rater) portion of all evaluations, including 

those completed by the deployed rating chain. 

3.9.1.4.  Senior Rater Responsibilities:  The senior rater matched to the rateeôs home station 

PAS code must perform senior rater duties.  Home station senior raters will prepare a PRF 

for promotion-eligible officers (officers will be on the home station senior raterôs Master 

Eligibility List and will meet respective Management Level Review). 

3.9.1.5.  Interrogators Training Report (TR):  Officers who attend the Interrogator training 

program will receive a TR upon graduation from the course.  The 314 TRS/CC will sign 

all TRs.  These TRs (officer and enlisted) will be updated in MilPDS.  The start date will 

be based off of the previous evaluation close-out date and the end date will be based upon 

the graduation date.  See Table 6.3 for update procedures. 

3.9.1.6.  Annual evaluations that become due while in the Area of Responsibility. 

3.9.1.6.1.  Extended (365-day) Deployments:  The deployed rater will prepare the 

evaluation if an annual evaluation becomes due while deployed and the deployed rater 

has had at least 120 calendar days of supervision, the evaluation will be prepared by 

the deployed rater.  If the deployed rater has not had 120 calendar days of supervision, 

the close-out will be extended out to where there will be 120 calendar days of 

supervision.  If an annual evaluation was accomplished earlier in the deployment, and 

there has been at least 60 calendar days but less than 120 calendar days of supervision 

by the time the member departs, an informal Letter of Evaluation will be prepared. 

3.9.1.6.2.  All others.  The evaluation will be prepared by the home station rater.  If 

there was not at least 120 calendar days of supervision before the departure, the close-

out date will be extended until the member returns and the number of days of 

supervision is 120 calendar days.  Home station and deployed raters are encouraged to 

work together in preparing the evaluation. 

3.9.1.7.  Home station and deployed commanders will ensure a direct line of 

communication to the deployed rating chain is established to preclude evaluations not 

being completed at the deployed location.  This is very important, as a majority of 

individuals on extended deployments may have individuals from other services in their 

rating chains.  The commanderôs direct involvement in this area is critical and will preclude 

any problems. 

3.9.2.  Personnel Support for Contingency Operations Team Responsibilities:  The owning 

Personnel Support for Contingency Operations team will be responsible for tracking the 

evaluations on all deployed personnel filling extended deployment billets. 

3.9.3.  Deployed Rating Chain Responsibilities. 

3.9.3.1.  Updates:  Ensure the home station has updated MilPDS to reflect memberôs Duty 

Air Force Specialty Code, duty title and deployed rater. 

3.9.3.2.  Feedback:  Perform initial and mid-term feedback in accordance with Chapter 2. 
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3.9.3.3.  Evaluations:  The deployed rater (and additional rater[s]) will render an evaluation 

on an officer (OPR, AF Form 707), under the following circumstances: 

3.9.3.3.1.  The individual is assigned to a legitimate 365-day extended deployment 

requirement. 

3.9.3.3.2.  There has been at least 120 calendar days of supervision. 

3.9.3.3.3.  Upon completion of the extended deployment. 

3.9.3.3.4.  If the individual is an officer filling a commanderôs billet.  An OPR versus 

the formal Deployed CC Letter of Evaluation will be required. 

3.9.3.3.5.  If the deployed rater changes after 120 calendar days of supervision, a 

change of reporting evaluation must be completed.  Note:  Multiple evaluations may 

result and are authorized under these circumstances. 

3.9.3.3.6.  If the ratee is returned early or the deployed rater changes prior to 

completing 120 calendar days supervision, an informal Letter of Evaluation is required. 

60 calendar days minimum supervision is required. 

3.9.3.4.  Evaluation Form:  For instructions on completing the AF Form 707.  See Table 

3.1. 

3.9.3.4.1.  The deployed rating chain completes the evaluation through the additional 

raterôs comments/signature. 

3.9.3.4.1.1.  AF Form 707:  Sections I through V. 

3.9.3.4.2.  Provide recommended comments for the reviewer (senior rater) when 

applicable. 

3.9.3.4.3.  Forward the evaluation to the home station rating chain for completion. 

3.9.3.4.3.1.  AF Form 707:  Sections VI through VIII. 

3.9.3.5.  Two General Officers in Rating Chain:  Currently paragraph 1.4.11.4.2 prohibits 

multiple general officers from serving as evaluators on performance evaluations.  See 

paragraph 1.7.1.7 for exceptions. 

3.9.3.5.1.  Deployed General Officer Raters:  Evaluation will qualify as a single 

evaluator and no additional rater will be required.  Complete rater block and forward 

evaluation to the home station senior rater. 

3.9.3.5.2.  Deployed General Officer Additional Raters: 

3.9.3.5.2.1.  Provide recommended comments for the reviewer (senior rater) when 

applicable. 

3.9.3.5.2.2.  Complete the additional rater block and forward to the home station 

senior rater/unit commander. 

3.9.3.5.3.  Home Station Rating Chain:  If one of the following situations apply, enter 

the applicable mandatory statement in the feedback comment section of the evaluation: 

3.9.3.5.3.1.  Evaluations signed by a deployed general officer and the home station 

senior rater is a general officer.  See paragraph 1.7.1.7. 
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3.9.3.5.3.2.  Evaluations Signed by a deployed officer who outranks the home 

station senior rater.  See paragraph 1.7.1.6 

3.9.4.  Evaluations required during deployments: 

3.9.4.1.  Raters will submit annual evaluations when one year has passed (for AFR, 

biennial if two years has passed) since the close-out date of the last evaluation and the 

period of supervision has been at least 120 calendar days.  See Tables 3.2 and 3.3 

3.9.4.2.  ANG and AFR officers ordered to Extended Active Duty under 10 U.S.C.  § 12304 

ordered to active duty other than during war or national emergency, or under 10 U.S.C. § 

12302, continue to receive OPRs according to Tables 3.1 and 3.2.  Officers ordered to 

Extended Active Duty under 10 U.S.C. § 12301 (war or national emergency) receive 

evaluations under the RegAF list provisions in this instruction. 

3.9.5.  Evaluations rendered in the combat zone or at noncombat ports and MPFs.  All 

provisions of this instruction remain in effect, except: 

3.9.5.1.  Authorities waive change of Reporting Official evaluations resulting from the 

deployment to the combat zone, provided the ratee has received an evaluation within 180 

calendar days of the deployment date and the ratee's performance meets minimum 

standards.  For ratees not meeting minimum standards, prepare a referral evaluation and 

process it according to paragraph 1.10. 

3.9.5.2.  Individual Mobilization Augmentees or those who are members of AFR mobilized 

units receive OPRs as required for other Airmen in the RegAF according to Table 3.2. 

3.9.6.  Evaluator Requirements and Procedures for OPRs. 

3.9.6.1.  Minimum grade requirements for senior raters and reviewers remain unchanged.  

See paragraph 1.5. 

3.9.6.2.  Rater, additional rater and final evaluator requirements remain unchanged.  See 

paragraph 1.5.  The rater cannot be substituted for any reason other than those outlined in 

paragraph 1.7. 

3.9.6.3.  If the OPR rater is also the reviewer, leave Section V, Additional Raterôs Overall 

Assessment, blank and include the following statement in Section VI, Reviewerôs 

comments block:  ñTHE RATER IS ALSO THE REVIEWER.ò  The rater digitally signs 

the rater, additional rater, and reviewer blocks (signature elements are optional).  If the 

OPR additional rater is also the reviewer, enter the additional raterôs comments in Section 

V, Additional Rater Overall Assessment, and include the following statement in Section 

VI, Reviewerôs comments block:  ñTHE ADDITIONAL RATER IS ALSO THE 

REVIEWER.ò  The additional rater signs both the additional rater and the reviewer block. 

3.9.6.4.  ñIn-placeò Additional Rater.  Commanders may authorize the next evaluator in 

the rating chain (the additional raterôs rater) or ñin-placeò additional rater to assume the 

responsibilities of the additional rater when the additional rater is unable to perform 

evaluator duties due to deployment.  When this occurs, Section V must include a statement 

explaining why the original additional rater did not prepare the evaluation (ex: additional 

rater deployed as of close-out date).  Note:  The ñin-placeò additional rater is defined as 

the person responsible for the original additional raterôs normal day-to-day duties.  To 
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endorse the evaluation, this individual must still meet additional rater grade requirements 

as defined in paragraph 1.5.2.2. 

3.9.6.4.1.  When the squadron or group commander is deployed and is the additional 

rater or completes the commander review, the ñactingò commander on G-series orders 

may be substituted as the additional rater or commanderôs review.  An officer cannot 

serve as an "acting commander" and/or be identified or described as an "acting 

commander" on an evaluation.  Either the officer is a commander on G-Series orders 

or he/she is not a commander (whether by title or description).  In order to document 

an officer filling the position in the commander's absence, use examples such as "served 

as commander for 3 separate weeks" or "assumed commander duties for 6 months" or 

"filled in as commander 5 separate weeks". 

3.9.6.5.  For deployed senior raters.  Vice wing commanders may assume the 

responsibilities of the senior rater/wing commander for Officer Evaluation System forms 

only when placed on G-series orders and designated by the Management Level as the senior 

rater. 

3.9.6.6.  Comments are mandatory when there is significant disagreement with the 

previous evaluator.  Evaluators must make specific comments to justify referral ratings. 

3.9.7.  Referral Evaluation Procedures.  Use referral procedures in paragraph 1.10.  When the 

ratee is deployed in support of a contingency operation, ratee comments on the referral 

evaluation must reach the next evaluator no later than 30 calendar days after receipt of the 

referral letter.  Type, handwrite, or print referral correspondence in dark blue or black ink. 

3.9.8.  Routing Evaluations. 

3.9.8.1.  Performance evaluations are due to the servicing MPF or personnel activity 30 

calendar days after close-out, and to the office of record 60 calendar days after close-out. 

3.9.8.2.  Forward evaluations directed under Tables 3.2 or 3.3 to arrive at HQ AFPC or 

HQ ARPC (as appropriate) by the suspense date provided in the directing letter. 

3.9.8.3.  Forward evaluations in a sealed envelope clearly marked, OPR DATA--TO BE 

OPENED BY ADDRESSEE ONLY. 

3.9.8.4.  Alternate routing procedures.  Some crisis conditions may result in temporary 

changes to routing procedures.  If this occurs, units will receive specific instructions. 

3.9.9.  Quality Control Review.  Quality control of the appearance of performance evaluations 

may relax, but the content and data contained must be accurate.  Evaluations prepared under 

wartime provisions may be handwritten. 

3.10.  ñFROMò Dates.  Use the ñFROMò date on the OPR notice, but if different or incorrect, use 

the information below to establish the ñFROMò date.  If the officer is: 

3.10.1.  On Extended Active Duty, and it is the first OPR:  use the Extended Active Duty date; 

or the day following the close-out date of a TR from a school that is 20 weeks or more. 

3.10.2.  An ANG officer not on Extended Active Duty and it is an initial evaluation:  use the 

effective date of federal recognition in ANG or the day following the close-out of a TR from a 

school of 20 weeks or more.  Note:  Use AF Form 77 to cover any gap from the officerôs entry 

into non-Extended Active Duty status to the ñFROMò date of the first evaluation received in 
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non-Extended Active Duty status in accordance with paragraph 1.14 and AFI 36-2608, 

Military Personnel Records System. 

3.10.3.  An ANG officer not on Extended Active Duty and was assigned to an ANG unit from 

ARPC, use the date of the latest federal recognition.  Complete an AF Form 77 to cover a gap 

caused by insufficient supervision in accordance with paragraph 1.14 and AFI 36-2608. 

3.10.4.  For an ANG officer not on Extended Active Duty and was assigned to an ANG unit 

from another state: use the date of the latest federal recognition (the losing state will complete 

an AF Form 77 to cover a gap caused by insufficient supervision in accordance with 

paragraph 1.14 and AFI 36-2608). 

3.10.5.  An AFR officer not on Extended Active Duty and it is an initial evaluation or the 

officer has been reassigned from the IRR: use the date of assignment. 

3.10.6.  An AFR officer not on Extended Active Duty but previously on Extended Active Duty 

and concurrently assigned to training category A, B, or E on release from active duty:  use the 

day following the close-out of the last evaluation received while on Extended Active Duty .  

(Applies only to the first non-Extended Active Duty-status evaluation.) 

3.10.7.  An AFR officer not on Extended Active Duty but previously on active duty as RegAF 

and did not accept an AFR commission concurrently with release from active duty:  use the 

effective date of appointment in non-Extended Active Duty status.  Applies only to the first 

non-Extended Active Duty-status evaluation.  Use AF Form 77 to cover any gap from the 

officerôs entry into non-Extended Active Duty status to the ñFROMò date of the first evaluation 

received in non-Extended Active Duty status in accordance with paragraph 1.14 and AFI 36-

2608. 

3.11.  ñTHRUò Dates.  Never close-out an evaluation on or after the actual departure, retirement, 

or separation date of the rater or ratee.  If a departure, separation, or retirement date changes after 

establishment of the ñTHRUò date of an evaluation, it is not necessary to adjust the close-out date 

if it is no more than 30 calendar days before the actual departure date.  Evaluations prepared and 

made a matter of record under the change of reporting official rule remain valid even if the 

condition is later canceled. 

3.12.  Number of Days of Supervision. 

3.12.1.  Enter the number of days the rater supervised the ratee during the reporting period.  To 

compute, use the ñsupervision began dateò through the ñclose-out dateò to determine the 

number of day of supervision. 

3.12.2.  Deduct the number of days during non-rated periods.  Do not deduct any periods of 

leave, TDY, absences or periods loaned out to other organizations. 

3.12.3.  If, while on Extended Active Duty an OPR is being written by the raterôs rater per 

paragraph 1.7, then enter the number of days that the evaluator had personal or written 

knowledge of the ratee's duty performance during the reporting period. 

3.12.4.  If a Non-Extended Active Duty ANG officerôs OPR is being written by another rater 

per paragraph 1.7, then enter the number of days the evaluator had personal or written 

knowledge of the rateeôs duty performance during the reporting period.  The number of days 

of supervision for a ratee assigned to a rater for a calendar year is 365, not the sum of unit 

training assembly and field training days. 
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3.12.5.  If a Non-Extended Active Duty AFR officer, then enter the number of days of 

supervision under the rater during the reporting period. Deduct from the period of supervision 

tours of active duty under other than the designated rater for which there is a Letter of 

Evaluation.  Example:  If preparing an OPR to cover the period from 1 July to 31 December 

and the rater was first so designated on 1 September and served in this capacity without a break 

to 31 December, and the ratee reported for training and duty for a total of 27 days between 1 

September and 31 December, then the period of supervision is 122 days, not 27 days.  The 

rater is responsible for the accuracy of the number of days of supervision entry. 

3.13.  Airmen Comprehensive Assessment /Performance Feedback. 

3.13.1.  Airmen Comprehensive Assessment /Performance Feedback will be accomplished in 

accordance with Chapter 2. 

3.13.2.  In Section III, Rater certifies Airmen Comprehensive Assessment in this area by 

entering the date the Airmen Comprehensive Assessment was provided during the rating 

period.  This includes the midterm Airmen Comprehensive Assessment or any subsequent 

Airmen Comprehensive Assessment sessions requested by the ratee.  If the Airmen 

Comprehensive Assessment was not accomplished, an explanation must be provided. 

3.14.  Reviewer. 

3.14.1.  The reviewer is the highest level endorser in the ratee's rating chain.  The senior rater 

must be in the grade of at least a colonel or civilian equivalent (GS-15) or higher, serving as a 

wing commander or equivalent and designated by the Management Level. 

3.14.2.  The reviewer will concur or non-concur by selecting the appropriate block.  Do not 

enter any comments in the reviewerôs block.  See paragraph 1.9 for disagreements. 

3.14.3.  The reviewer may comment only under the following circumstances: 

3.14.3.1.  If the reviewer disagrees with the evaluation.  The rater and additional rater are 

first given an opportunity to change the evaluation; however, they will not change their 

evaluation just to satisfy the reviewer.  If the evaluation remains unchanged and the 

reviewer still disagrees, the reviewer marks the non-concur block and provides rationale in 

the space provided.  An AF Form 77 can be added if additional space is required.  See 

paragraph 1.9. 

3.14.3.2.  The evaluation is a referral, and the reviewer is the evaluator named in Section 

XI of the OPR, or the reviewer refers the evaluation.  See paragraph 1.10. 

3.14.3.3.  The ratee is a colonel or colonel select.  When the reviewer is not also the rater 

or additional rater, he/she may make, if desired and appropriate, command and/or 

assignment recommendations in Section VI, reviewerôs comments block, without non-

concurring with the evaluation.  Promotion recommendations and other comments are not 

allowed. 

3.14.3.4.  If the reviewer is also the rater or additional rater.  See paragraph 3.9.6.3., 

mandatory comments. 

3.14.4.  Single Evaluator only.  An evaluator must be a colonel or GS-15 (or equivalent).  If 

the rater is a senior rater, the evaluation must close-out at this level unless it is a referral 
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evaluation.  The evaluator must meet both grade requirements and evaluator requirements for 

each section of the applicable evaluation form. 

3.15.  Prohibited Evaluator Considerations and Comments.  Certain items are prohibited for 

consideration in the performance evaluation process and will not be commented upon on any 

Officer Evaluation System form (see Chapter 8 for the PRF).  Except as authorized in the 

following paragraphs, do not consider, refer to, or include comments regarding: 

3.15.1.  Inappropriate Stratification and Broad Statements. 

3.15.1.1.  Stratification statements, when authorized, are not mandatory.  The omission of 

stratification does not constitute an error or injustice.  Note:  An evaluator may remove or 

change a stratification at any point during the drafting process of an evaluation. 

3.15.1.2.  Stratification Quotes.  The use of stratification statements as quotes from anyone 

other than the evaluator endorsing the report are prohibited unless authorized in this 

instruction. 

3.15.2.  Statements outside the Scope of Responsibility.  Stratification and broad statements 

outside the scope of the evaluatorôs responsibility or knowledge are prohibited.  Evaluators can 

only stratify personnel within the confines of their direct rating chain and/or scope of 

responsibility (i.e., within the senior rater identification).  A broad statement is one which 

implies knowledge of Air Force members not assigned within the evaluatorôs realm of 

knowledge.  Examples: 

3.15.2.1.  The communications squadron commander, as the communications functional 

on a base, cannot compare Information Management officers assigned to other units on the 

base. 

3.15.2.2.  Functional communities at higher headquarters cannot compare their staff 

officers with members outside their immediate staff or across the Air Force. 

3.15.2.3.  A MAJCOM/A1 cannot compare someone on his/her staff to all personnel 

officers in the command. 

3.15.2.3.1.  ñThe best civil engineer in the businessò (outside his/her scope of 

responsibility, because he/she does not have knowledge of all civil engineers). 

3.15.2.3.2.  Similarly, the phrase ñtop 5% officerò is inappropriate because the 

evaluator does not have first-hand knowledge of all Air Force officers. 

3.15.2.3.3.  (AFR Only)   Stratifications on evaluation reports regarding placement on 

Key Personnel Lists and other Development Team vectors are strictly prohibited. 

3.15.2.4.  An evaluator cannot use the stratification of a higher-level evaluator or quote a 

higher-level evaluator.  Exception:  The use of a senior rater stratification may be quoted 

if the senior rater is a signatory on the officer evaluation and does not have the opportunity 

to provide comments.  For instance, a squadron commander cannot stratify an individual 

at the group level.  Some examples of prohibited squadron commander statements are 

below; however, these examples are applicable at all levels: 

3.15.2.4.1.  ñ#2 of 72 Majors in the groupò (out of squadron/ccôs scope of 

responsibility). 
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3.15.2.4.2.  ñGroup/CC says he/she is #2 of 72 Captsò (quotes are prohibited). 

3.15.2.5.  An evaluator (must be a signatory) may stratify at a level below, as long as it is 

within his/her scope of responsibility.  For example: 

3.15.2.5.1.  A group commander can state:  ñ2/50 Maj in the CE squadron,ò ñ#1/4 Lts 

in the Ops Sq,ò or ñ1/10 CGOs in the FSS.ò 

3.15.2.5.2.  The MSG commander can state:  ñ#2 of 6 MSG Captsò, or ñ1/4 Lts in FSSò.  

The MSG commander cannot comment on Ops Sq officers since they fall under the 

OG commander. 

3.15.2.5.3.  A squadron commander can only stratify within the squadron, or down 

(flight); not up (group or wing).  Exception:  The use of a senior rater stratification 

may be quoted if the senior rater is a signatory on the officer evaluation. 

3.15.2.5.4.  Stratification for promotion selectees and frocked officers.  Evaluators are 

authorized to stratify these officers with their pinned-on peers.  In addition, the verbiage 

must specify the stratification is amongst the affected grade; i.e., "O-6/O-6 selects", 

and if senior raters choose to stratify with the pinned/frocked peers and use them in a 

denominator, the senior rater may not include these officers in another denominator.  

For example, if a senior rater has six pinned-on O-6s, two O-6-selects, and four O-5s, 

the senior rater may say "#1/8 O-6/O-6 sels!" or also  "#1/4 O-5s"; either would be 

acceptable.  However, stating "#1/8 O-6/O-6 sels!" or  "#1/6 O-5s" would be prohibited.  

This applies to officers selected for promotion to all grades of major through colonel. 

3.15.2.5.5.  Stratification statements must be written in quantitative terms based on the 

following: 

3.15.2.5.5.1.  Stratification based on peer comparisons:  Peers (#1/10 Majors or 

#1/5 Captains); Peer Group (#1/10 FGOs or #1/10 CGOs); Duty Positions (#1/7 

Action Officers, #1/7 Sq/CCs); Aggregate Groups (#1/50 officers in my Group; #1 

of my 50 officers; #1 of 50 majors in my 20 years of service); Additional Qualifiers 

(#1/4 Force Support CGOs; Best Major in my 32 years); Recognition Level (Wing 

CGO/yr, #1/200).  Note:  Stratifications that are vague or lack a qualified peer 

reference group are prohibited (Examples: ñ#1/5ò; ñ#1 of 30 officersò; ñ#1/50 

officersò or ñ#1/200 personnelò, as these do not identify a specific peer group). 

3.15.2.5.5.2.  Stratification within a raterôs authority:  Senior raters may only 

stratify within their rating chains (MAJCOM/CC may state ñ#1 of 500 Majors in 

the commandò).  Note:  Stratification outside the scope of the raterôs chain of 

command, despite functional authority or responsibility, will remain prohibited (i.e. 

MAJCOM/A1 may not stratify an officer as ñ#1/75 38F FGOs in this MAJCOM.ò).  

Exception:  Although outside the scope of the rater, quoting authorized 

stratification from deployed Letters of Evaluation are authorized. 

3.15.2.5.5.3.  Stratification quotes from senior leaders:  May quote stratification by 

senior leaders in the chain of command provided the senior leader is a signatory on 

the evaluation and does not provide comment (Sq/CC or Gp/CC could say 

ñWg/CCôs #1 of 50 Majorsò).  Note:  Stratification quotes from someone in the 

rateeôs chain of command who is not a signatory is prohibited (MSG/CC may not 
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state ñOG/CC lauds as #1 LRO in my Group.ò)  Exception:  If a Gp/CC is not a 

signatory on the OPR, a Gp/CC stratification is only authorized when supported by 

an award, ñOps Grp CGO Qtrò.  Stratification from a deployed wing 

commander/equivalent or higher level evaluator who is not a signatory on the 

evaluation and the evaluation is signed by the deployed rater, additional rater, and 

home station senior rater is authorized. 

3.15.2.5.5.4.  Stratification in Optional Deployed Letters of Evaluation:  

Stratification, assignment, command, and Developmental Education push 

statements are authorized.  Deployed stratifications and push statements may be 

quoted in future OPRs as long as stratification is not previously documented in the 

permanent record. 

3.15.2.6.  When stratifying officers on OPRs, evaluators will not consider completion/non-

completion of non-resident Developmental Education if the officer is on the school select 

list (because he/she will attend in-residence), or Select/Candidate status. Relative ranking 

among officers rated by the rating chain should be based on overall performance.  This 

paragraph does not preclude raters from making appropriate assignment and developmental 

education recommendations on OPRs and Retention Recommendation Forms.  See 

paragraph 3.16.4. 

3.15.3.  Inappropriate Promotion Statements or Reference to Grades/Positions Higher than the 

Ratee Holds. 

3.15.3.1.  Promotion statements that are pushes to the next higher grade are prohibited.  

Exception:  Statements of fact (i.e. "filled a Lt Col billet") are authorized.  Additionally, 

while promotion statements are prohibited, an evaluator may make recommendations to 

select officers for a particular assignment, Developmental Education, Augmentation, 

Continuation, or Conditional Reserve Status. 

3.15.3.2.  The term ñSeniorò on officer evaluations is prohibited.  This term is commonly 

understood as a euphemism for colonels and above, or to refer to members holding a higher 

grade than the ratee.  Exception:  On PRFs for lieutenant colonels being promoted to 

colonel, the term ñSeniorò may be used. 

3.15.3.2.1.  When used in conjunction with words such as ñofficer,ò ñposition,ò or 

ñleadership,ò the term ñSeniorò constitutes an implied promotion statement and is 

therefore prohibited in officer evaluations. 

3.15.3.2.2.  Referring to a major as the ñSenior Chaplainò is authorized; however, 

referring to a major as ñPerforming senior leadership dutiesò is prohibited. 

3.15.3.3.  Statements acknowledging an officerôs selection for promotion during the 

reporting period are acceptable.  Example:  Maj Korteôs recent Below-the-Promotion Zone 

selection to Lt Col is right on target. 

3.16.  Inappropriate Recommendations Referring to Aviation Bonus, 

Separation/Retirement, Civilian Employment, Assignments, Developmental Education 

/Professional Military Education and Advanced Academic Degrees. 

3.16.1.  Aviation Bonus.  Comments on an officer's decision to accept or decline aviation bonus 

pay is prohibited. 
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3.16.2.  Separation or Retirement Status.  Comments referring to separation, retirement, or 

transfer to reserve status are prohibited.  However, comments may be warranted when an 

officer displays a reluctance to accept responsibility, a negative attitude toward the job, and/or 

exhibits a decrease in performance that can be reasonably attributed to a pending separation or 

retirement.  Comments are limited to the behavior and not the fact the Airman is separating, 

retiring or transferring to a reserve status.  Note:  Although comments are mandatory, an 

evaluator may use the minimum bullets required in accordance with Table 3.1. 

3.16.3.  Civilian Employment.  Comments about civil service jobs or other civilian occupations 

are prohibited unless it directly relates to the military position and their military performance.  

Recommendations for civilian employment are prohibited. 

3.16.4.  Assignment and Developmental Education Recommendations.  Assignment and 

Developmental Education recommendations on officer evaluations that are inconsistent with 

an officerôs current grade are prohibited.  The intent and philosophy of the Officer Evaluation 

System is to recommend an officer for assignments/positions and resident level of 

Developmental Education that reflect his/her potential. 

3.16.4.1.  Evaluators may make one or more assignment recommendations in an officerôs 

evaluation provided the recommendations are both appropriate and realistically achievable 

for the officerôs current grade or current grade plus one.  The assignment recommendation 

may involve the current grade plus one if the officer has completed or is currently 

completing the last reasonable career development Stripes for Exceptional Performers 

(STEP) for the current grade.  Example:  ñHighly recommend for Air Force Institute of 

Technologyðthen Joint Duty.ò  Note:  Air Force Institute of Technology can be used for 

an assignment push, however, it cannot be used as a Developmental Education push. 

3.16.4.2.  The intent is to focus on what job or Developmental Education assignment the 

officer should be doing immediately after his or her current assignment.  Anything beyond 

the next assignment would be mapping out a career or making an implied promotion 

statement.  Both instances are contrary to the spirit and intent of Officer Evaluation System. 

3.16.4.3.  In addition to assignment recommendations, evaluators may also make 

recommendations for the appropriate level of in-residence Developmental Education on 

OPRs and LOEs. Developmental Education pushes are not authorized on training reports. 

3.16.4.3.1.  Evaluators determine the appropriate level recommendation by considering 

the highest level of in-residence Developmental Education the officer has already 

completed along with the eligibility criteria for each level of in-residence 

Developmental Education.  (For the purposes of Primary Developmental Education 

(PDE), Squadron Officer School is the method of completion). 

3.16.4.3.1.1.  For lieutenant through captain, a Primary Developmental Education 

recommendation is appropriate until the officer has completed Primary 

Developmental Education in-residence. 

3.16.4.3.1.2.  For a captain, once he/she completes Primary Developmental 

Education, an Intermediate Developmental Education (IDE) recommendation is 

appropriate. 

3.16.4.3.1.3.  For a major, if as of the close-out date of the OPR, he/she has not 
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already completed Intermediate Developmental Education in-residence and is still 

eligible for consideration, an Intermediate Developmental Education 

recommendation is appropriate.  However, once the major completes Intermediate 

Developmental Education in-residence or when he/she is no longer eligible for 

consideration, then a Senior Developmental Education (SDE) recommendation is 

appropriate. 

3.16.4.4.  Raters cannot recommend officers for specific schools, including ñJoint DEò.  

Only the terms òPDEò, ñIDEò, and ñSDEò are authorized.  The appropriate venue for a 

specific school recommendation is through the annual Developmental Education process. 

3.16.4.5.  There is a fine line between an assignment recommendation and an overt, implied 

or veiled promotion statement.  When making an assignment recommendation on an OPR, 

there will be no reference to a higher grade, and it must be consistent with the officerôs 

appropriate progression of their professional development. 

3.16.4.5.1.  Acceptable examples: 

3.16.4.5.1.1.  ñMake Capt Cousins an MPF Chief.ò (Appropriate next level of 

progression). 

3.16.4.5.1.2.  ñSend Major Smith to Intermediate Developmental Education.ò  

(Appropriate Developmental Education progression). 

3.16.4.5.1.3.  On a Lt Col OPR, ñMake him an Ops Group Commander.ò  

(Appropriate next level of progression). 

3.16.4.5.1.4.  ñAfter Intermediate Developmental Education, assign to Air Staff.ò  

(Appropriate Developmental Education with follow-on assignment). 

3.16.4.5.1.5.  For a major who has completed Air Command & Staff College in-

residence, or who is out of the eligibility window, recommendations for 

Intermediate Developmental Education would be appropriate, ñSend to 

Intermediate Developmental Education.ò 

3.16.4.5.1.6.  For a captain who has completed Primary Developmental Education 

in-residence, or who is beyond the window of eligibility, an appropriate 

recommendation would be ñIn-resident Intermediate Developmental Education a 

Must.ò 

3.16.4.5.2.  Prohibited examples: 

3.16.4.5.2.1.  ñMake Lt Triska an FSS Commanderò.  Inappropriate next level of 

progression. 

3.16.4.5.2.2.  ñSend Capt Brown to Intermediate Developmental Education after 

selection to major.ò  (Reference to Intermediate Developmental Education is 

appropriate, but the comment ñafter selection to majorò is an implied promotion 

statement). 

3.16.4.5.2.3.  ñIntermediate Developmental Education in 2008, Group Commander 

in 2012, and Wing Commander in 2015.ò  (Goes beyond the scope of the next 

assignment). 
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3.16.4.5.2.4.  ñCapt Phelps is ready to be a flying Sq/CCò and ñMake Maj Knisley 

a group commander.ò  (In both cases, the recommendations are clearly beyond the 

officerôs next assignment and are viewed as veiled promotion statements). 

3.16.4.6.  Developmental Education (DE) (in residence or non-residence) and Advanced 

Academic Degree (AAD) education for officers. 

3.16.4.6.1.  Comments on OPRs or PRFs regarding completion of, or enrollment in, 

DE and AAD are prohibited.  Performance and special recognition comments on 

officers attending in-residence education and/or training will be documented 

appropriately on the AF Form 475, Training Report, (see Chapter 6).  For OPRs only: 

Evaluators may comment on an officerôs competitive assignment selection to programs 

that fall outside of the Developmental Education Designation Board (DEDB), to 

include but not limited to Olmstead, Fulbright, Rhodes, School of Advanced Air and 

Space Studies, and the School of Advanced Warfighting Studies.  Additionally, 

evaluators will not comment on an officerôs status on the schoolôs list, selection for DE, 

and/or specific schools (i.e. ACSC, AWC, Joint) but will limit their remarks to ñPDEò, 

ñIDEò, or ñSDEò only.  Note:  An assignment recommendation for Air Force Institute 

of Technology Masters or Doctoral degree program is authorized. 

3.17.  Extensions of Close-Out Dates. 

3.17.1.  The authority to extend the close-out date is retained by HQ AFPC/DP2SPE for 

RegAF and HQ AFRC/A1 for AFR (may be delegated to ARPC).  The authority to extend the 

close-out date for ANG personnel is The Adjutant General in the state/territory to which they 

are assigned or National Guard Bureau/Human Resource (NGB/HR) for Statutory Tour 

personnel.  (This waiver authority will not be delegated, there are no exceptions).  AF/A1LG 

(for Extended Active Duty general officers) and NGB-GO (for non-Extended Active Duty 

ANG general officers) retains similar authority on AF Form 78.  AF/A1LO retains authority 

on OPRs for colonels. 

3.17.2.  Events that occur after the close-out date.  Extensions are only granted to allow 

evaluators to document negative behavior (i.e. court-martial actions, investigations, etc.).  

Extensions are not granted to document awards, achievements or completion/non-completion 

of any training.  Extensions on Directed by Headquarters and change of reporting official 

evaluations are not authorized.  Extensions must be requested prior to but no later than 30 

calendar days after the close-out date of the evaluation. 

3.17.2.1.  Pending Administrative Actions.  If an incident or event occurs that reflects a 

departure from standards or derogatory in nature between the time an annual or initial 

evaluation closes out and the time it becomes a matter of record that is of such serious 

significance that inclusion in that evaluation is warranted, an extension of the close-out 

date may be requested by the unit commander.  This includes completion of an 

investigation begun prior to the close-out date or confirmation of behavior that was only 

alleged as of the close-out date.  Commanders may request OPR close-out date extensions 

to ensure resolution of any pending administrative actions or other significant issues.  

Extensions will be granted to cover only the time necessary to complete actions, not to 

exceed 59 days. 
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3.17.3.  Send requests for extension to HQ AFPC/DP2SPE (or appropriate ANG/AFR office) 

via the servicing personnel office, who in turn will forward the request to appropriate OPR 

listed in Table 1.1.  This must be done in a timely manner, and a commander-initiated email 

is acceptable.  The request must include the following information:  Name, Grade and social 

security number of ratee, evaluation ñFROMò and ñTHRUò dates, desired close-out date (not 

to exceed 59 days), and a complete rationale as to why the extension is needed.  Include all 

applicable pertinent information including dates of investigations during the reporting period 

and/or deployment dates (if applicable).  Incomplete requests will be returned without action. 

3.17.4.  Approved extensions must be documented by placing the following statement in the 

feedback section of the AF Form 707:  ñClose-out date was extended in accordance with AFI 

36-2406, paragraph 3.17.ò.  (T-1). 

3.17.5.  When the approving authority grants an extension, only one extension, not to exceed 

59 days will be granted.  If the actions cannot be finalized by, or event occurs after, the 

extended close-out date, the evaluation will be completed using the original close-out date.  If 

desired, the commander can then direct another evaluation be rendered at the 120-day point 

(60-day point for referral evaluations) to capture the incident.  See Table 3.3 for AFR. 

3.17.5.1.  Use the date approved by the appropriate waiver authority per a request for an 

extension of the close-out date. 

3.17.6.  For AFR, if needed, adjust the close-out date on which the rater achieves the required 

number of days of supervision and points. 

Table 3.1.  Instructions for Preparing AF Form 707, Officer Performance Report. 

I

T

E

M 

 

 

A B C 
 

Heading 

 

Instructions 

 

Example 

 1 Name Enter Last Name, First Name Middle 

Initial and any suffix (i.e. JR., senior rater. 

III).  If there is no middle initial, the use of 

ñNMIò is optional.  Name will be in all 

upper case. 

DOE, JOHN E. JR. 

 2 Social Security 

Number (SSN) 

Enter full SSN. 123-45-6789 

 3 Grade Enter appropriate grade.  See paragraph 

1.4.9. 

2LT, 1LT, CAPT, 

MAJ, LT COL, 

COL  4 Duty Air Force 

Specialty Code 

Enter the Duty Air Force Specialty Code 

held as of the ñTHRUò date of the 

evaluation, including prefix and suffix, if 

applicable.  365-day extended 

deployments will use the TDY Duty Air 

Force Specialty Code.  See paragraph 

1.4.8. 

K11R3A 
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 5 Reason for Report Enter reason for report from OPR notice 

and as determined by Tables 3.2 or 3.3. 

Annual, CRO, 

Directed by HAF, 

Directed by CC  

 6 PAS Code Enter PAS code of rateeôs unit of 

assignment as of the close-out date. Those 

assigned to a 365-day extended 

deployment billet, use the home station 

PAS code. For IMAs, PIRR and PIRR Cat 

E, use unit of attachmentôs PAS code. 

TE1CFYRZ 

 7 Organization, 

Command, 

Location,  

Enter information as of close-out date. 

Nomenclature does not necessarily 

duplicate what is on OPR notice.  The goal 

is an accurate description of where and to 

whom the ratee belongs.  Command will 

be listed inside parentheses.  The 

Component will be listed at the end of the 

statement for AFR and ANG only.  365-

day extended deployments will use the 

home station unit, ñwith duty at . . .ò  For 

IMAs, PIRR and PIRR Cat E, information 

will be that of unit of attachment.  See 

paragraph 1.4.7. 

964th Airborne Air 

Control Squadron 

(ACC), Tinker AFB 

OK 

 

124th Airborne Air 

Control Squadron 

(ACC), Tinker AFB 

OK 

 

341st Security 

Forces Group 

(AFSPC), 

Malmstrom AFB 

MT, with duty at 

447 ESFS 

(USAFCENT), 

Baghdad 

International 

Airport, Baghdad, 

Iraq 

SECTION I.  RATEE IDENTIFICATION DATA  

I

T 

E

M  

A B C 

 

Heading 

 

Instructions 

 

Example 

8 Period of 

Report 

FROM Date:  Enter the day following the last 

evaluationôs close-out date.  See paragraph 

3.10. 

THRU Date:  Use the date on the OPR notice 

or see paragraph 3.11 to determine the close-

out date. 

12 Jan 2015 thru 11 

Jan 2016 

9 Number 

Days 

Enter number of days ratee was supervised by rater 

during the reporting period.  See paragraph 

365 

Supervision  
and Number  
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of Days 

Non- 

3.13.  Enter number of days Non-Rated (if 

applicable) in accordance with paragraph 1.4.11. 

120 

Rated 

10 Senior Rater 

Identificatio

n  

Enter the senior rater identification for the rateeôs 

unit of assignment as of the close-out date.  For 

IMAs, PIRR Cat E, senior rater identification is 

that of unit of attachment. 

 

365-day extended deployments will  use the 

home station senior rater identification. 

1S341 
 

See paragraph 

1.3.2. for classified 

locations 

11 Duty Title Enter the approved duty title as of the close-out 

date in upper/lower case.  If the duty title on the 

notice is abbreviated and entries are not clear, 

spell them out.  If wrong, enter the correct duty 

title and take appropriate actions to update the 

personnel data system. 

 

Corrective actions should be initiated upon 

receipt of the OPR notice.  Ensure the duty title is 

commensurate with the rateeôs grade, AFSC, and 

responsibility.  365-day extended deployments 

will use the deployed duty title. 

Flight Commander 

 SECTION II.  JOB DESCRIPTION  

I

T

E

M  

A B C 

 

Heading 

 

Instructions 

 

Example 
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12 Job Description Comments in bullet format are mandatory.  

Limit text to four lines.  Enter information 

about the position the ratee held in the unit 

and the nature or level of job 

responsibilities.  The rater develops the 

information for this section. 

This description must reflect the uniqueness 

of each ratee's job.  Be specific--include 

level of responsibility, number of people 

supervised, dollar value of resources 

accountable for/projects managed, etc.  

Make it clear; use plain English.  Avoid 

jargon, acronyms, and topical references-- 

they obscure rather than clarify meaning.  

Previous jobs held during the reporting 

period may be mentioned only if it impacts 

the evaluation.  365-day extended 

deployments will use the TDY job 

description.  For deployments that do not 

warrant an evaluation, reserve the final 

bullet for significant additional duties. 

 

Commanderôs job description will include 

the total force (RegAF, Air National Guard, 

and Air Force Reserve) assigned.  A short 

one-line description of the unitôs mission 

may be included in the job description if it is 

necessary to better explain the rateeôs duties. 

- Commands, directs 

  and leads 50 Air  

  War College   

  aircrew members 

 

- Responsible for é 

 

  - Supervises 9  

    Noncommissioned  

    Officerôs  

 

- 89 Regular AF,  

65 Air National 

Guard and 55 AFR 

13 Job Knowledge, 

Leadership 

Skills, 

Professional 

Qualities 

(includes 

adherence to 

standards), 

Organizational 

Skills, 

Judgment & 

Decisions, and 

Communication 

Skills 

Enter an ñXò in the appropriate box. 

 

All six performance factors are consolidated 

in this block.  Specific performance factors 

are listed on the reverse side of the form. 

 

 

  SECTION III.  PERFORMANCE FACTORS   

A B C 
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I 

T 

E 

M  

 

Heading 

 

Instructions 

 

Example 

 14 Meets/Does Not 

Meet 

Enter an ñXò in the appropriate box. 

 

One of the two blocks must be marked.  

 

  SECTION IV. RATER OVERALL ASSESSMENT  

I  

T  

E 

M  

 A  B  C 

 

 Heading 

 

 Instructions 

 

 Example 

 15 Rater Overall  

Assessment 

Comments mandatory; must use bullet 

format and include at least one bullet.  This 

section allows evaluators to comment on 

the rateeôs overall performance and 

performance-based potential as 

compared to others in the same grade 

known by the evaluators.  If ñTHE RATER 

IS ALSO THE REVIEWERò comment is 

required in Section VI, the rater will 

digitally sign the rater, additional rater, and 

reviewer signature blocks; leave Section V 

comments area blank. 

For AFR colonels in general officer billets, 

include a mandatory statement that the 

officer ñcontinues inò or ñleaveò the 

general officer position. 

 

 

- Capt Smithéé 

- Performedéé. 

- Ledéé 

 16 Last Performance 

Feedback Date 

Raters certify performance feedback in 

this area by entering the date the most 

recent feedback was provided.  Enter date 

as DD MMM YYYY.  If feedback was 

not accomplished, state reason why.  

There is no excuse for not completing this 

requirement.  If feedback was not 

required, enter ñN/A.ò  Do not use the 

date feedback was provided in 

conjunction with completion of the 

evaluation.  See Chapter 2. 

15 Jan 2015 

 

Or 

 

Feedback was not 

accomplished due 

toéé 

 SECTION IV.  RATER OVERALL  ASSESSMENT Continued 

I 

T 

E 

M  

A B C 

 

Heading 

 

Instructions 

 

Example 



90 AFI36-2406  14 NOVEMBER 2019 

 17 Raterôs Name, 

Grade, Branch 

of Service, 

Organization, 

Command & 

Location 

Enter Raterôs signature block as of the 

close-out date. 

See paragraph 1.4.11. 

SUE J. 

DOE, Col, 

USAF 

20th Dental 

Squadron (ACC) 

Shaw AFB SC 

 

JOE C. BUSCH, 

GS-09, DAF 

50th Space 

Wing 

(AFSPC) 

Schriever 

AFB CO 

 18 Duty Title Enter duty title in upper/lower case 

letters as of the close-out date of the 

OPR 

Commander 

 19  Date & Signature 

 

 

 

 

 

The forms have digital signature and auto-

date capability.  In the rare instance where 

digital signatures cannot be used, sign in 

reproducible blue or black ink and 

handwrite the date.  Do not sign blank 

forms or sign before the close-out date 

(only on or after).  Rater assessment and 

feedback block will be locked and 

additional rater signature capability 

unlocked with rater digital signature.  See 

paragraph 1.4.11. 

 

  SECTION V. ADDITIONAL RATER OVERALL ASSESSMENT  

I  

T  

E 

M  

 A  B  C 

 

 Heading 

 

 Instructions 

 

 Example 

 20 SSN Enter the last four digits of the social 

security number.  See paragraph 1.4.11. 

 

 21 Concur/ Non-

Concur 

Place an ñXò in the appropriate box 

indicating concurrence/non-concurrence 

of the raterôs assessment.  If non-

concurring, comments are required.  See 

paragraph 1.9 for disagreements. 
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 22 Additional Rater 

Overall 

Assessment 

Comments are mandatory.  Must contain 

at least 1 bullet, a maximum of 4 lines. 

Must be in bullet format. 
 

Use this section to support rating decision 

and allow evaluators to comment on the 

rateeôs overall performance and 

performance-based potential as compared 

to others in the same grade known by the 

evaluators. 
 

See paragraph 1.12 for inappropriate 

comments.  See paragraph 1.9 for 

disagreements.  See paragraph 1.10 for 

Referrals.  (T-1).  

- Capt Smithéé 

- Better than 

otherséé. 

- Ledéé 

  SECTION V.  ADDITIONAL RATER OVERALL ASSESSMENT Continued  

I  

T  

E 

M  

 A  B  C 

 

 Heading 

 

 Instructions 

 

 Example 

23 Additional Rater 

Name, Grade, 

Branch of Service, 

Organization, 

Command & 

Location 

Enter the additional raterôs information. 

Additional raters assigned on or prior to 

close-out date, enter information as of the 

close-out date; additional raters assigned 

after the close-out date, enter the 

information as of the date signed. 

Multiple general officers serving as 

evaluators are prohibited.  See paragraph 

1.7.1.7 for exceptions.  (T-1).  

 

BILL R. REED, 

JR., Col, USAF 

20th Operations 

Group (ACC) 

Shaw AFB SC 

 

JAYMES E. 

JONES,GS-12, 

DAF 

35th Fighter Wing 

(PACAF) 

Misawa AB, Japan 

24  Duty Title Enter duty title in upper/lower case letters 

as of the close-out date of the OPR. 

 Commander 
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25  Date & Signature The forms have digital signature and auto-

date capability.  In the rare instance where 

digital signatures cannot be used, sign in 

reproducible blue or black ink and 

handwrite the date.  DO NOT:   sign blank 

forms that do not contain ratings, sign 

before the close-out date (only on or 

after), or date before the date the rater 

signed it or earlier than the date of the 

rateeôs endorsement to a referral letter. 

Additional rater assessment block will be 

locked and reviewer signature capability 

unlocked with the additional raterôs digital 

signature.  See paragraph 1.4.11.  (T-1).  

 

26 

 

 Social Security 

Number  

Enter the last four digits of the  

Social security number.  See  

paragraph 1.4.11. 

 

 

 

27 Concur/ Non-

Concur 

The reviewer will place an ñXò in the 

appropriate box indicating concurrence or 

non-concurrence of the additional raterôs 

assessment.  See paragraph 1.9 for 

disagreements. 

 

28 Reviewer 

Comments 

The reviewer is the primary quality 

control level and guards against 

inaccuracy and exaggeration. 

 

See paragraph 3.14 for circumstances 

where the reviewer may add comments. 

 

When mandatory comments are used, the 

last rating official will digitally sign in the 

signature block. 

ñTHE 

ADDITONAL 

RATER IS ALSO 

THE REVIEWERò 

 

ñI have carefully 

considered (rateeôs 

name) comments to 

the referral 

memorandum of 

(date)ò 

 

ñComments from 

the ratee were 

requested but were 

not received within 

the required periodò 
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29 Reviewerôs Name, 

Grade, Branch of 

Service, 

Organization, 

Command & 

Location 

Enter reviewerôs signature block.  

Reviewers assigned on or prior to the 

close-out date, enter the information as of 

the close-out date; if assigned after the 

close-out date, enter the information as of 

the date signed.  Multiple general officers 

as evaluators are prohibited see 

paragraph 

1.7.1.7. for exceptions.  (T-2).  

JOHN H. BROWN, 

Col, USAF 

20th Fighter Wing 

(ACC) Shaw AFB 

SC 

 SECTION VI.  REVIEWER  Continued 

I  

T 

E 

M  

A B C 

 

Heading 

 

Instructions 

 

Example 

30 Duty Title Enter the duty title in upper/lower case 

letters as of the close-out date of the 

OPR. 

Commander 

31 Date & Signature The forms have digital signature and 

auto-date capability.  In the rare instance 

where digital signatures cannot be used, 

sign in reproducible blue or black ink 

and handwrite the date. 

 

DO NOT: sign blank forms that do not 

contain ratings, sign before the close-out 

date (only on or after), or date before the 

date the rater signed it or earlier than the 

date of the rateeΩs endorsement to a 

referral letter. 

ReviewerΩs assessment block will be 

locked with reviewer digital signature. 

See paragraph 1.4.11. 

 

32 Social Security 

Number  

Enter the last four digits of the social 

security number.  See paragraph 

1.4.11. 

2345 

33 Functional 

Examiner or AF 

Advisor 

When applicable, place an ñXò in the 

appropriate box.  See paragraph 1.6.8. 

 

34 Name, Grade, 

Branch of Service, 

Organization & 

Location 

Enter advisor/examinerôs information as 

of the close-out date.  See paragraph 

1.4.11. 

JACK C. JONES, 

Col, USAF 

20th Fighter Wing 

(ACC)  

Shaw AFB SC 
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 SECTION VII.  FUNCTIONAL EXAMINER/AIR FORCE ADVISOR 

I  

T 

E 

M  

A B C 

 

Heading 

 

Instructions 

 

Example 

35 Date & Signature Digital signatures will auto date.  Non-

digital:  Handwrite the date. 

 

DO NOT:  sign blank forms that do not 

contain ratings, sign before the close-out 

date (only on or after), or date before the 

date the rater signed it or earlier than the 

date of the rateeôs endorsement to a 

referral letter.  See paragraph 1.4.11. 

 

36 Duty Title Enter advisor/examinerôs duty title. Command Financial 

Manager 

37 Social Security 

Number  

Enter advisor/examinerôs last four.  See 

paragraph 1.4.11. 

1122 

 SECTION VIII.  RATEEôS ACKNOWLEDGEMENT  

I  

T 

E 

M  

A B C 
 

Heading 

 

Instructions 

 

Example 

38 Ratee 

Acknowledgemen

t I understand my 

signature does not 

constitute 

agreement or 

disagreement. I 

have verified my 

personal 

information in 

Section I and II. 

After reviewing evaluation, the ratee will 

read the acknowledgement statement and 

digitally sign in Section VII.  (T-1).  
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39 Date & Signature The ratee must acknowledge receipt prior 

to the evaluation becoming a matter of 

record by signing in this block.  Signing the 

evaluation does not imply concurrence, but 

acknowledgement.  If ratee non-concurs 

with the evaluation, they may submit an 

appeal in accordance with Chapter 10. 

 

Non-digital: Handwrite or date stamp the 

date. Sign on or after the close-out date. 

Select appropriate choice from drop down 

menu:   

Blank ï member concurs and digitally 

signs evaluation  

ñMember unable to signò ï use when 

member is incapacitated or unavailable to 

sign; rater or any higher evaluator on the 

form in the chain (digitally) signs. 

ñMember declined to signò ï use when 

member refuses to sign the form; rater or 

any higher evaluator on the form in the 

chain (digitally) signs. 

See paragraph 4.17.9. 

 

  SECTION IX: PERFORMANCE FACTORS  

I  

T  

E 

M  

 A  B  C 

 

 Heading 

 

 Instructions 

 

 Example 

40 Job Knowledge If ratee meets standards, leave blank.  If 

ratee does not meet standards in any of the 

listed areas, place an ñXò in the ñDoes 

Not Meet Standardsò block for Job 

Knowledge. 

See paragraph 1.10 for Referrals. 

 

41 Leadership Skills If ratee meets standards, leave blank.  If 

ratee does not meet standards in any of the 

listed areas, place an ñXò in the ñDoes 

Not Meet Standardsò block for Leadership 

Skills.  See paragraph 1.10 for Referrals. 
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42 Professional 

Qualities 

If ratee meets standards (including 

fitness), leave blank.  If ratee does not 

meet standards in any of the listed areas, 

place an ñXò in the ñDoes Not Meet 

Standardsò block for Professional 

Qualities.  See paragraph 1.10 for 

Referrals. 

 

43 Organizational 

Skills 

If ratee meets standards, leave blank.  If 

ratee does not meet standards in any of the 

listed areas, place an ñXò in the ñDoes 

Not Meet Standardsò block for 

Organizational Skills.  See paragraph 

1.10 for Referrals. 

 

44 Judgment And 

Decisions 

If ratee meets standards, leave blank.  If 

ratee does not meet standards in any of the 

listed areas, place an ñXò in the ñDoes 

Not Meet Standardsò block for Judgment 

and Decisions.  See paragraph 1.10 for 

Referrals. 

 

45 Communication 

Skills 

If ratee meets standards, leave blank.  If 

ratee does not meet standards in any of the 

listed areas, place an ñXò in the ñDoes 

Not Meet Standardsò block for 

Communication Skills.  See paragraph 

1.10 for Referrals. 

 

 SECTION X:  REMARKS  

I  

T 

E 

M  

A B C 

 

Heading 

 

Instructions 

 

Example 

46 Acronyms Due to limited space on the front of the 

form, evaluators may spell out acronyms 

in this block.  They will be listed 

alphabetically and separated by a 

semicolon (;) 

Major Command 

(MAJCOM) 

47 Approved 

Close-Out 

Extensions 

If  the commander has obtained an 

approved extension of the close-out date 

in accordance with paragraph 3.17., 

enter the statement from column C 

ñClose-out date 

was extended in 

accordance with   

AFI 36-2406, 

paragraph 3.17.ò 

48 DG or TG Award If  ratee was awarded Distinguished 

Graduate (DG) or TG from a training 

course for which no TR was required, the 

rater may enter the criteria for the award 

in Section X, Remarks. 

 

- Top 10%, awarded 

DG . . . 
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49 Other Comments There will be instances where AFI 36-

2406 requires additional remarks. The 

placement of comments not specified in 

this AFI may be placed here. Contact 

AFPC/DP2SPE for clarification. 

i.e. paragraph 1.7 

when rater died, 

MIA,  POW, 

incapacitated, 

formally relieved 

from duty, the 

additional rater 

becomes the rater. 

50 Mandatory 

Statements 

Enter mandatory statement(s) prior to 

listing the acronyms. 

i.e. ñReviewerôs 

rank is lower than 

the Previous 

Raterò, ñTWO 

GENERAL 

OFFICERS 

AUTHORIZED 

IAW AFI 36-

2406ò 

 

 SECTION XI:  REFERRAL  EVALUATIONS  

  I  

T 

E 

M 

A B C 

Heading  Instructions Example 

51 
 

Referral Report Complete this section for referral 

evaluations only.  Referrals see paragraph 

1.10. 

Specifically 

 

Or 

 

ñSee Attachedò See 

paragraph 1.10. 
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Table 3.2.  When to Prepare OPRs for RegAF and ANG Officers (Lieutenant thru 

Colonel). 

 R 

 U   

 L  

 E 

 A  B C 

 

 

 Ifé (see Notes 1, 2, and 3) 

and 

supervision 

period was 

Then write evaluation 

and enter reason as 

1 the ratee has not had an evaluation, or one 

year has passed since the close-out date of 

last performance OPR or training from 

school of 20 weeks or more. 

120 calendar 

days 

Annual 

See Note 4 

2 the rater changes, officer departs 

PCS/PCA to school, or officer is 

separating.  See Notes 5, 6, 7, and 8. 

120 calendar 

days 

Change of Reporting 

Official (CRO) 

See Note 9 

3 the ratee or rater departs TDY for more 

than 120 calendar days for other than 

formal training or normal contingency 

(deployed) operations.  See Notes 5 and 

6. 

120 calendar 

days 

CRO 

4 ratee's performance or conduct is 

unsatisfactory or marginal and a special 

evaluation is appropriate. 

60 

calendar days 

See Note 10 

Directed by  

Commander 

5 the ratee has been declared missing in 

action, (Missing in Action), captured, or 

detained in captive status. 

See Note 11 Directed by HAF 

6 a special evaluation is directed by HAF 

(See Note 12), or NGB for ANG officers 

not on Extended Active Duty. 

as directed Directed by HAF 

7 a referral LOE has been written or would 

contain referral comments, if written. See 

Note 13. 

60 calendar 

days 

 

8 the ratee is placed into Record Status 6, 

Deserter. 

60 calendar 

days 

See Note 14 

Directed by Commander 

9 an evaluation is prepared to document 

significant improvement in duty 

performance. 

120 calendar 

days 

See Note 15 

 

10 any sentence of confinement as the result 

of a court-martial. 

No minimum 

days required 
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Notes: 
1.  If the ratee is attending training or education.  See Chapter 6. 

2.  Colonels selected for promotion to brigadier general receive evaluations IAW Chapter 7. 

3.  If the OPR is already a matter of record and the event or circumstances that brought 

about the evaluation changes or no longer exists, take no action.  The OPR is a valid 

evaluation and remains in the rateeôs records.  Exception:  The CSS/MPF/HR 

Specialist updates referral OPRs that are prepared as a result of a PCS and files them in 

the rateeôs records regardless of whether or not the evaluation was a matter of record at 

the time authorities canceled or delayed an assignment. 

4.  If a CRO occurs after the original annual date has passed but before the 120-day 

supervision period ends, the evaluation is closed out the day prior to the rater change, 

provided at least 60 calendar days of supervision have been obtained.  The reason for 

the evaluation remains ñAnnual.ò 

5.  Do not confuse CRO with change of supervisor.  For officers on the Extended Active 

Duty and ANG officers, the home station commander may authorize a change of 

reporting official to the TDY location if ALL  the following conditions are met: 

Notes:  The senior rater matched to the rateeôs home station PAS code must perform 

senior rater duties. 

a.  Someone at the TDY location can perform normal rater duties. 

b.  The raterôs rater meets the requirements of paragraph 1.5. 

c.  The home station and TDY unit commanders have approved the change the 

Management Level must approve inter-command changes]. 

d.  The home station commander assigns a new rater when the TDY ends. 

6.  If the ratee is selected to fill a 365-day extended deployment billet, a CRO evaluation 

must be accomplished provided there has been at least 120 calendar days of 

supervision. 

7.  An evaluation is prepared on officers discharged from the ANG and reassigned to 

ARPC unless paragraph 3.4 applies. 

8.  If the ratee is an ANG officer (not on Extended Active Duty) serving on an active duty 

tour of at least 120 calendar days, the active duty supervisor prepares the evaluation. 

9.  A CRO includes separation from Extended Active Duty.  However, no evaluation is 

required when the criterion in paragraph 3.4 applies. 

10.  For officers on Extended Active Duty and ANG officers, this includes placement on or 

removal from the control roster (Director, NGB; Office of Adjutant General; MAJCOM; 

wing, group, squadron). 

11.  Do not prepare evaluations for periods of Missing in Action, captured, or detained in 

captive status of less than 15 calendar days.  If the ratee remains in one of these 

categories for 15 calendar days or more, prepare an evaluation under this rule without 

regard to the number of days of supervision.  Close the evaluation on the day the ratee 

was placed in Missing in Action, captured, or detained in captive status.  These 

evaluations are as directed by HQ AFPC/DP3SP. 

12.  HQ AFPC/DP3SP, HQ AFPC/DPSOO, and USAF/A1LO retain the authority to direct 

evaluations under this rule.  Special evaluations covering outstanding duty performance 

are not permitted under this rule. 

13.  If the current rater does not consider the referral comments in a letter of evaluation to 

be serious enough to warrant permanent recording, an OPR will not be prepared. 

14.  The close-out date of the evaluation is the effective date the ratee is placed in record status 

6, Deserter, and may only comment on the negative behavior. 

15.  The commander may direct an evaluation for significant duty improvement only if the 

previous evaluation was referred due to substandard duty performance. 
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Table 3.3.  When to Prepare OPRs on AFR Officers (Lieutenant thru Colonel). 

R 

U 

L 

E 

A B C 

 

 

Ifé(See Notes 1 and 2) 

and 

supervision 

period covers 

at least 

Then write evaluation and 

enter reason as (See Notes 12, 

13 & 14) 

1 the ratee has not had an evaluation 

or one year has passed since last 

OPR or Training Report from 

school of 20 weeks or more. 

16 points and 

120 calendar 

days 

Annual 

See Note 3 and 14. 

2 the rater changes, departs PCS/PCA 

to school, or is separating. 

16 points and 

120 calendar 

days 

Change of Reporting Official 

(CRO) 

3 the ratee or rater departs for an 

active duty tour of at least 60 

calendar dayôs duration.  See Notes 

3, 4 and 5. 

16 points and 

120 calendar 

days 

CRO 

4 the rateeôs performance or conduct 

is unsatisfactory or marginal and a 

special evaluation is appropriate. 

8 points and 

60 calendar 

days 

See Note 6 

Directed by HAF or Directed by 

Commander 

5 the ratee has died, been declared 

missing in action, captured, or 

detained in captive status. 

See Note 7 Directed by HAF 

6 a special evaluation is directed by 

HQ USAF.  See Note 8. 

as directed Directed by HAF 

7 a referral letter of evaluation has 

been written or a letter of evaluation 

would contain referral comments if 

written.  See Note 9. 

No minimum 

number of 

days required 

Directed by HAF or Directed by 

Commander 

8 the ratee is placed into record status 

6, deserter status. 

No minimum 

number of 

days required. 

See Note 10 

Directed by Commander 

9 an evaluation is prepared to 

document significant improvement 

in duty performance. 

8 points and 

60 calendar 

days 

See Note 11 

 

10 the ratee receives a sentence of 

confinement is the result of a court-

martial. 

No minimum 

number of 

days required 
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Notes: 
1.  If the ratee is attending training or education.  See Chapter 6. 

2.  Colonels selected for promotion to brigadier general receive evaluations IAW Chapter 7. 

3.  If a rater change (CRO) occurs after the original annual date has passed but before the 120-

day supervision period ends, the evaluation is closed out the day prior to the rater change, 

provided at least 60 calendar days of supervision and 8 active/inactive points have been 

earned.  The reason for the evaluation remains ñAnnual.ò  If this criterion has not been met, an 

informal letter of evaluation (formerly called ñoptional letter of evaluationò) may be 

accomplished. 

4.  Do not submit a report when the rater and ratee are ordered to active duty together and the 

rater does not change. 

5.  If the ratee is selected to fill a 365-day extended deployment billet, a CRO evaluation must 

be accomplished provided there has been at least 120 calendar days of supervision. 

6.  This includes placement on or removal from the control roster. 

7.  Do not prepare evaluations for periods of Missing in Action, captured, or detained in 

captive status of less than 15 calendar days.  If the ratee remains in one of these categories for 

15 calendar days or more, prepare an evaluation under this rule without regard to the number 

of days of supervision.  Close the evaluation on the day the ratee was placed in Missing in 

Action, captured, or detained in captive status.  These evaluations are as directed by HQ 

AFPC/DP3SP or HQ ARPC/DPTSE. 

8.  HAF/REP retains the authority to direct evaluations under this rule.  If HAF/RE requires 

special evaluations on certain officers for selection board use, HQ ARPC/DPTSE furnishes 

ratee names to the MAJCOM along with appropriate suspense dates and directs submission of 

evaluations under this rule.  Special evaluations covering outstanding duty performance are not 

permitted under this rule. 

9. If the current rater does not consider the referral comments in a letter of evaluation to be 

serious enough to warrant permanent recording, an OPR will not be prepared. 

10.  The close-out date of the evaluation is the effective date the ratee is placed in record status 

6, deserter. 

11.  The commander may direct an evaluation for significant duty improvement only if the 

previous evaluation was referred due to substandard duty performance. 

12.  For Individual Mobilization Augmentees (IMAs), Participating Individual Ready Reserve 

(PIRR) and Participating Individual Ready Reserve Category E, (PIRR Category E), the unit 

of assignment is responsible for completing the OPR. 

13.  Only include points since close-out of last OPR or TR and do not include Extension 

Course Institute (ECI) or membership points. 

14.  If the member has not earned the required number of points, HQ ARPC/DPTSE may  

extend the close-out to meet the requirement. 
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Chapter 4 

ENLISTED PERFORMANCE  REPORTS (EPRS) 

4.1.  General Guidelines. 

4.1.1.  See Chapter 1 for general processing guidance applicable to all evaluations. 

4.1.2.  Evaluations are used to determine selections for promotions, job and school 

recommendations, career job reservations, reenlistments, retraining, and assignments.  

Therefore, evaluators at all levels must use caution to prevent inflation.  It is important to 

distinguish performance among peers and is a disservice when ratings are inflated or 

inaccurate. 

4.1.3.  Marking Ratings on Wet Signature Evaluations.  When electronic ratings are not used, 

do not enter hand-marked ratings until signing the evaluation to prevent erroneous entry of 

ratings by other personnel.  When hand-marking, use only reproducible dark blue or black ink. 

4.2.  EPR Forms. 

4.2.1.  For AB through TSgt, use AF Form 910.  See Table 4.9. 

4.2.2.  For MSgt (including selects) through SMSgt, use AF Form 911.  See Table 4.10. 

4.2.3.  For CMSgt (including selects), use AF Form 912.  See Table 4.12. 

4.3.  When to Accomplish an EPR. 

4.3.1.  All enlisted personnel in the grade of SrA through CMSgt will receive an evaluation as 

of the appropriate static close-out date (SCOD) for their grade.  AB, Amn and A1Cs will 

receive an evaluation upon completing a minimum of 36 months time in service (TIS) as of 

the SrA SCOD, 31 March. 

4.3.2.  See Table 4.13 for Premier Band Airmen EPR guidance. 

4.3.3.  The Chief of Staff of the Air Force retains discretionary authority to render evaluations 

on an optional basis on the Chief Master Sergeant of the Air Force. 

4.3.4.  Military/Civilian Confinement.  HQ AFPC will complete an AF Form 77 for Airmen 

who choose to remain in the Air Force following overturn of a sentence adjudged at a court-

martial by a subsequent appeals court.  The inclusive dates will be the day after the close-out 

date of the rateeôs last evaluation through the day the ratee was returned present for duty status 

or the date the sentence is overturned, whichever is earlier.  The unit to which the Airman 

transfers following the return to present for duty will take over performance evaluation 

responsibilities, beginning the day following AF Form 77 completion through to the applicable 

annual SCOD. 

4.3.5.  Separation/Retirement (RegAF and ARC Enlisted Airmen).  Annual evaluations are 

optional for members with an approved separation or retirement date that is within 1 year of 

the SCOD and will not be considered for promotion prior to separating/retiring. (T-2).  Airmen 

are encouraged to complete a final EPR for future purposes (e.g., employment, transfer into 

another AF component or Sister Service).  An evaluation will not be accomplished after a 

member has officially separated/retired.  (T-1). 
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4.3.5.1.  Complete a final evaluation when requested by the ratee, decided by the rater, 

commander, or senior rater, or mandated in accordance with paragraph 1.8. Supervisors 

and commanders are responsible for completing mandatory evaluations before members 

final out-process or officially separate/retire.  (T-1). 

4.3.5.2.  When a final report will not be rendered, for administrative and tracking purposes, 

complete the appropriate evaluation form as follows: 

4.3.5.2.1.  Include ñFINAL REPORT NOT REQUIRED OR RENDERED IN 

ACCORDANCE WITH PARA 1.8ò in Sections III, IV, and V of AF Form 910, 

Sections III and IV of AF Form 911, and Section II of AF Form 912.  Also include 

performance assessment ratings. 

4.3.5.2.2.  The member and all applicable or designated members of the rating chain 

will endorse the report no earlier than 30 calendar days before the member final out-

processes or officially separates/retires. 

4.4.  Evaluations not Authorized.    Performance evaluations will not be accomplished on the 

following: 

4.4.1.  RegAF personnel in the grade of AB-A1C with less than 36 months Total Active 

Federal Military Service as of the SrA SCOD and ARC personnel in the grades of AB-A1C if 

they have not already received an evaluation. 

4.4.2.  Members who die while on active duty.  Exception:  If the death occurred on or after 

the close-out date of an evaluation that was already being processed, it becomes an optional 

evaluation. 

4.4.3.  Commissioning Program.  Airmen who are enrolled in a commissioning program as of 

the SCOD.  Note:  If an Airman does not complete a program and is returned to enlisted 

service, complete a Directed by Headquarters EPR, effective the date of removal by the 

commissioning program, documenting the performance that resulted in removal from the 

program. 

4.4.4.  Airmen in prisoner or confinement status as a result of a court-martial conviction, who 

have PCSôd, and are gained to a long-term confinement facility managed by the Air Force 

Security Forces Center.  Note:  Airmen awaiting publication of a sentence adjudged at a court-

martial will remain the administrative responsibility of the losing unit commander/director 

until such time as the sentence adjudged at a court-martial is published and the member is 

officially transferred to an Air Force Security Forces Center managed correctional facility.  

These Airmen will still require SCOD evaluations (as applicable), completed by the losing 

commander/director. 

4.4.5.  Airmen undergoing appellate review leave and awaiting an appeals court decision and 

still permanently assigned to an Air Force Security Forces Center-managed confinement 

facility. 

4.5.  When to Submit an EPR. 

4.5.1.  See Table 4.2 for RegAF Airmen and ARC Airmen on active duty. 

4.5.2.  See Table 4.3 for ARC Airmen not on active duty. 
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4.6.  ñFROMò Dates.  Establish the ñFROMò date if the member: 

4.6.1.  Has a previous evaluation on file, use the day after the close-out date of the previous 

evaluation. 

4.6.2.  For RegAF Airmen who have not had a previous evaluation, the FROM date equals the 

Total Active Federal Military Service Date. 

4.6.3.  For United States Air Force Academy Airmen removed from cadet status and returned 

to enlisted grade the FROM date equals the Extended Active Duty date. 

4.6.4.  For AFR members who have not had a previous evaluation, use the memberôs date of 

assignment to the ARC.  For SrA and below use the Date Initial Entry Uniformed Services. 

4.6.5.  For ANG SrA and below who have not had a previous evaluation, the FROM date 

equals the Date Initial Entry Uniformed Services.  SSgt through CMSgt who are transferred 

from any branch or component, the FROM date equals date arrive station. 

4.7.  ñTHRUò Dates. 

4.7.1.  Initial Reports. 

4.7.1.1.  For RegAF the close-out date will be the first static close-out date after the Airman 

attains the grade of SrA or reaches 36 months time in service as of the static close-out date 

(whichever occurs first). 

4.7.1.2.  ARC:  The close-out date will be the first static close-out date reached as a SrA. 

4.7.2.  Annual/Biennial Reports. 

4.7.2.1.  Reports for RegAF members:  reports will close-out on the next appropriate static 

close-out date unless selected for promotion.  Those on a select list will have their 

evaluation close-out on the appropriate static close-out date for their promotion selected 

rank.  Example:  The SSgt static close-out date is 31 Jan; therefore, SSgt evaluations will 

close-out on that date.  However, TSgt selects (SSgts with a line number) will have their 

evaluations close-out on the TSgt static close-out date on 30 Nov. 

4.7.2.2.  Reports for ARC members:  reports will close-out on the appropriate static close-

out date.  If a promotion, demotion or transfer out of inactive/active occurs and there is 

more than 24 months (12 months for AGR) from the last evaluation and the static close-

out date for the new rank, a Directed by Headquarters report is required.  The close out is 

the day prior to when the status occurred.  Example:  An AGR MSgt is promoted to SMSgt 

effective 1 Sep 16.  A Directed by Headquarters report will be required to close out 31 

Aug 16 because the member will have more than 12 months from the last evaluation and 

the new static close-out date for the new rank. 

4.7.3.  For Directed by Headquarters, NGB, or Commander (MAJCOM, wing, group, or 

squadron, as appropriate) reports, the ñTHRUò date will be established by the following: 

4.7.3.1.  Message Directed.  Use the date specified in the message directing the evaluation. 

4.7.3.1.1.  Missing in Action/Captured/Detained.  Use the date the ratee was placed in 

missing in action, captured, or detained in captive status. 
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4.7.3.1.2.  Stripes for Exceptional Performers or supplemental promotions.  If an 

Airman is Stripes for Exceptional Performers-promoted or selected for supplemental 

promotion to the next higher grade and if completing an evaluation on the next static 

close-out date in the new grade will create a reporting period of longer than one year, 

then a Directed by Headquarters EPR must be completed with a close-out date effective 

the date of Stripes for Exceptional Performers promotion or the date which the results 

of the supplemental were released.  Examples: 

4.7.3.1.2.1.  SSgt McDaniel was selected for supplemental promotion or Stripes for 

Exceptional Performers  promoted to TSgt on 15 Apr 16 and SSgt McDaniel had 

an EPR on the SSgt static close-out date  of 31 Jan 16, then no EPR is required as 

TSgt (or TSgt select) McDaniel will receive an EPR on 30 Nov 16 (TSgt static 

close-out date ). 

4.7.3.1.2.2.  SSgt Snowden was selected for supplemental promotion or Stripes for 

Exceptional Performers promoted to TSgt on 10 Jan 16.  TSgt (or TSgt select) 

Snowdenôs last evaluation was completed on the 31 Jan 15 (SSgt static close-out 

date) and the next projected EPR is the 30 Nov 16 (TSgt static close-out date).  

Since this creates a rating period of longer than one year, a Directed by 

Headquarters EPR is required with a close-out date effective the date of the 

supplemental release/Stripes for Exceptional Performers promotion date. 

4.7.3.1.3.  If an Airman is demoted after the static close-out date of the grade held prior 

to demotion, an EPR will be completed as of the previous gradeôs static close-out date 

and, subsequently, as of the static close-out date of the new grade.  Example:  TSgt 

Smith is demoted to SSgt effective 5 Dec.  The now-SSgt Smith will receive an 

evaluation on the TSgt static close-out date of 30 Nov and, subsequently, on the SSgt 

static close-out date of 31 Jan. 

4.7.3.1.4.  Directed by Commander.  Use the date as directed by the commander.  

Directed by Commander evaluations provide flexibility to commanders to document 

substandard performance between SCODs and will only contain comments/ratings 

regarding the reason(s) for the evaluation.  All other comments, specifically those that 

are positive, and promotion recommendations are not authorized and will be 

documented on the next SCOD evaluation. 

4.8.  Number of Days of Supervision. 

4.8.1.  Enter the number of days the rater supervised the ratee during the reporting period.  To 

compute, use the ñsupervision began dateò through the ñclose-out dateò to determine the 

number of days of supervision. 

4.8.2.  Do NOT deduct any periods of leave, TDY, absences or periods loaned out to other 

organizations.  Exception:  Non-rated periods authorized in accordance with paragraph 

1.4.11. 

4.8.3.  On an EPR being written by the raterôs rater per paragraph 1.7, then enter number of 

days for which the evaluator had personal or written knowledge of the ratee's duty performance 

during the reporting period. 
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4.9.  Completing Evaluations.    The rater will evaluate how well the ratee performed during the 

rating period by completing this section of the AF Form 910/911/912; however, the additional 

evaluators will review evaluations to ensure ratings accurately describe performance and 

comments are compatible with/support the performance assessment rating.  They must return 

evaluations with unsupported statements for additional information or reconsideration of ratings 

(see paragraph 1.9 for disagreements); however, no evaluator may coerce another into changing 

their comments or ratings unless they are missing mandatory comments (paragraph 1.11) or the 

evaluation includes prohibited comments (paragraph 1.12).  (T-1). 

4.10.  Promotion Time-In-Grade (TIG)/Time-In-Service (TIS) eligibility (AF Form 910 

only). 

4.10.1.  This block is based on TIG/TIS eligibility not promotion eligibility. 

4.10.2.  TIG/TIS is based on promotion requirements as of the static close-out date.  The rater 

completes this portion of the AF Form 910 and marks the block ñYESò or ñNOò based on 

eligibility.  

4.11.  Time-In-Grade (TIG)/Senior Rater Stratification/Endorsement Eligibility (AF Form 

911 only). 

4.11.1.  Senior rater stratification/endorsement is not automatic or mandatory. The decision to 

forward the evaluation for senior rater stratification/endorsement is determined by the 

evaluator who is eligible to close-out the evaluation and each level thereafter, without 

necessarily going to the senior rater. 

4.11.1.1.  The intermediate evaluator, i.e., the commander or director of the organization 

in which the ratee is assigned, who meets the grade requirements to close-out the report as 

a final evaluator, determines if a report will be forwarded for higher-level 

endorsement/stratification.  If the report is not forwarded to the next level for endorsement, 

the intermediate evaluator will close out (sign) the report as the final evaluator. 

4.11.1.2.  When the intermediate evaluator forwards the evaluation to the deputy evaluator, 

the next-level endorser, the deputy evaluator will determine whether to return the report to 

the intermediate evaluator, close-out (sign) the report, or forward the report for senior rater 

stratification consideration. 

4.11.1.3.  When a senior rater determines senior rater stratification is warranted, he/she will 

close-out the report by completing Section IX.  Numerical indications of how an individual 

Airman compares to his/her peers (typically known as ñstratification statements,ò e.g. 

#1/10) may be included in Section VIII, but are not required.  If  senior rater 

endorsement/stratification is not warranted, the report will be returned to the deputy 

evaluator with notification to the intermediate evaluator.  The deputy evaluator will close-

out (sign) the report.  (T-1). 

4.11.2.  Senior raters can stratify up to 10% of TIG/TIS-eligible MSgts and up to 20% of 

TIG/TIS-eligible SMSgts within their senior rater identification and by component.  Note: 

RegAF Airmen with an approved high year of tenure retirement date prior to the first day of 

the month promotion increments begin will not be factored into senior rater allocations. When 

determining the quota, normal rounding rules apply (.49 rounds down to the whole number 

and .50 rounds up to the whole number).  Further stratifying ARC personnel by status within 
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the component is prohibited.  The ratee must meet all of the following minimum requirements 

as of the close-out date of the evaluation (except as authorized by paragraph 4.12.4.2 due to 

forced endorsements): 

4.11.2.1.  Meet the TIG eligibility requirements outlined in Table 4.11. 

4.11.2.2.  Successfully completed an Associateôs or higher-level degree from a nationally 

or regionally accredited academic institution in any discipline or specialty.  The degree 

must be conferred (awarded) as of the close-out date of the evaluation.  Completing the last 

required course, College Level Examination Program, or Defense Activity for Non-

Traditional Education Services is not sufficient. 

4.11.3.  A senior rater will endorse a non-TIG/TIS-eligible evaluation only when one of the 

following apply: 

4.11.3.1.  When the senior rater is the rater.  In this case, the senior rater will mark the 

ñForced Endorsementò box on the AF Form 911.  (T-2). 

4.11.3.2.  When the senior rater is the evaluator named in a referral memorandum.  (T-2). 

4.11.4.  If the member is not TIG/TIS-eligible for a senior rater stratification/endorsement, the 

final evaluator can be the intermediate or deputy evaluator. 

4.11.5.  Determine TIG/TIS eligibility for senior rater stratification/endorsement using the 

formulas below.  See the TIG Eligibility Chart, Table 4.11. 

4.11.5.1.  For MSgt ratees (RegAF only). 

4.11.5.1.1.  If the close-out date is on or before 30 Sep, determine the number of months 

TIG from Date of Rank to 1 Mar of the next year following the evaluation close-out 

date.  If less than 20 months, then TIG Eligible is ñNO.ò  If greater than or equal to 20 

months, then TIG Eligible is ñYES.ò  All Airmen meeting a promotion board are 

required to have an EPR on file closed out within 12 months of the Promotion 

Eligibility Cutoff Date. 

4.11.5.1.2.  If the close-out date is after 30 Sep, determine the number of months TIG 

from the date of rank to 1 Mar two years following the evaluation close-out date.  If 

less than 20 months, TIG Eligible is ñNOò.  If greater than or equal to 20 months, TIG 

Eligible is ñYESò.  All Airmen meeting a promotion board are required to have an EPR 

on file closed out within 12 months of the Promotion Eligibility Cutoff Date. 

4.11.5.2.  For SMSgt Ratees (RegAF only). 

4.11.5.2.1.  If the close-out date is on or before 31 Jul, determine the number of months 

TIG from the date of rank to 1 Dec.  If less than 21 months, then Promotion TIG/TIS 

Eligibility is ñNO.ò  If greater than or equal to 21 months, then Promotion TIG/TIS 

Eligibility is ñYES.ò 

4.11.5.2.2.  If the close-out date is after 31 Jul, determine the number of months TIG 

from the date of rank to 1 Dec of the year following the evaluation close-out date.  If 

less than 21 months, Promotion TIG/TIS Eligibility is ñNOò.  If greater than or equal 

to 21 months, Promotion TIG/TIS Eligibility is ñYESò.  All Airmen meeting a 

promotion board are required to have an EPR on file closed out within 12 months of 

the Promotion Eligibility Cutoff Date.  (T-1). 
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4.11.5.3.  For SMSgt promotion selects (RegAF only).  Promotion TIG/TIS eligibility is 

based upon the static close-out date of the EPR.  If the static close-out date falls on the day 

of or day after the promotion public release date (to include supplemental promotions), 

individuals on the selectee list are not eligible for senior rater endorsement on that 

evaluation.  Conversely, if the static close-out date EPR closed out prior to the promotion 

public release date, the member is eligible for senior rater endorsement because he/she was 

still a MSgt as of the static close-out date and not officially a SMSgt promotion selectee. 

4.11.5.4.  Senior raters must either use the following approved panel process (paragraph 

4.11.5.4.1) to determine senior rater stratification/endorsement or develop and disseminate 

their own guidance within their organization no later than the accounting date of each 

evaluation cycle:  (T-1). 

4.11.5.4.1.  Review the last five evaluations, all awards and decorations, the current Air 

Force Fitness Management System tracker and  Career Data Brief (CDB).  (T-1).  Panel 

members will include the senior ratersô command chief or senior enlisted advisor, as 

well as the deputy evaluator or approved representative who submitted the evaluation 

for Senior Rater stratification/endorsement consideration.  (T-1). 

4.11.5.4.2.  RegAF Airmen with an approved high year of tenure retirement date prior 

to the first day of the month promotion increments begin are no longer considered 

eligible for senior rater endorsement and will not be factored into senior rater 

endorsement allocations.  (T-1). 

4.11.5.5.  CMSgt and CMSgt-selects.  The senior rater must endorse all AF Form 912s.  

(T-2). 

4.12.  Final Evaluatorôs Position and Single Evaluators. 

4.12.1.  The final evaluator must be a major or GS-12 or higher, but no higher in organization 

than the senior rater.  (T-1).  The final evaluator must be the senior rater; final evaluator may 

not be delegated to a lower level evaluator.  (T-1).  Note:  For ANG members, the final 

evaluator must be at a minimum the full-time unit commander.  If there is no full-time unit 

commander, the final endorser will be the senior full-time officer serving in the grade of O-

4/GS-12 or higher, but no higher in organization than the senior rater.  (T-1).  Exception:  The 

CMSAF may endorse EPRs as a senior rater and may also serve as the final evaluator. 

4.12.2.  Single Evaluator only.  An evaluator must be an O-6 or GS-15/equivalent. (T-1).  If 

the rater is a senior rater, the evaluation must close-out at this level unless it is a referral 

evaluation. (T-1).  The evaluator must meet both grade and evaluator requirements for each 

section of the applicable evaluation form and must be a commander/director/other authorized 

reviewer.  (T-1).  An O-6/equivalent may serve as a final/deputy evaluator on the AF Form 

911, and/or as a final evaluator/senior rater on the AF Forms 911 and 912, if they are designated 

as a senior rater.  He/she must also meet the necessary requirements as a 

commander/director/other authorized reviewer to sign the entire evaluation as a single 

evaluator.  (T-1).  Single evaluators will enter ñTHIS SECTION NOT USEDò in the additional 

rater comment section and sign each section. 

4.12.3.  An additional rater who meets the minimum grade requirement may close-out the 

evaluation.  However, an official higher in the rating chain than the additional rater may serve 
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as the reviewer/final evaluator, if authorized.  The reviewer/final evaluator may not be higher 

in the organizational structure than the senior rater.  (T-1). 

4.12.4.  Determining the Final Evaluator: 

4.12.4.1.  Intermediate Evaluator.  The individual in the rateeôs rating chain who works 

directly for the deputy evaluator and meets the grade requirement to complete the final 

endorsement on the EPR.  For MSgt ï SMSgt, a civilian final evaluator must be at least a 

GS-12.  (T-1).  Example:  Unit Commanders not in the grade of O-6/civilian equivalent; 

MAJCOM section chiefs below the Division which are not in the grade of O-6/civilian 

equivalent. 

4.12.4.1.1.  When the rater, additional rater, and/or unit commander/military or civilian 

director/other authorized reviewer is also the final evaluator, or qualifies as a final 

evaluator, and closes out the evaluation, they will complete Section VIII, Unit 

Commander/Military or Civilian Director/Other Authorized Reviewerôs Comments, 

and Section IX, Final Evaluatorôs Comments, to include allowing placement of the 

optional bullet, in each corresponding section if they decide not to include performance 

comments. 

4.12.4.2.  Deputy Evaluator.  The evaluator in the rateeôs rating chain between the 

intermediate evaluator and the senior rater, regardless of the organizational duty position 

of the O-6.  In cases where there is no O-6/GS-15 between the ratee and the senior rater, 

then an officer with a minimum grade of O-4 who works for and is rated by the senior rater 

would qualify as a deputy evaluator to close-out an evaluation which is not 

stratified/endorsed or TIG/TIS-eligible.  Evaluators in the rating chain must not be skipped 

in order to garner a deputy evaluator endorsement by someone with a higher duty position 

within the organization/rating chain. 

4.12.4.2.1.  When the rater is the unit commander/equivalent, does not qualify as a 

single evaluator, and works directly for the senior rater, he/she will complete both the 

raterôs and commanderôs areas.  The senior rater will complete the additional raterôs 

and final evaluatorôs areas. 

4.12.4.2.2.  Do not skip the O-6 squadron commander or branch chief in order to garner 

the O-6 group commander or division chiefôs final endorsement as a deputy evaluator.  

(T-1). 

4.12.4.3.  Senior Rater.  Used when the final evaluator is the highest level endorser in the 

ratee's rating chain.  The senior rater must be at least an O-6/GS-15 or higher, serving as a 

wing commander or equivalent, and designated by the Management Level. 

4.12.4.4.  Senior Rater Forced Endorsement.  This block will be marked when the senior 

rater must complete Section IX, Final Evaluatorôs Comments, of the AF Form 911, whether 

or not the ratee is TIG/TIS promotion-eligible or has completed the minimum requirements 

for senior rater stratification/endorsement, due to rating chain or final evaluator 

requirements. 

4.12.5.  The final evaluator ensures the correct final evaluatorôs position block is marked prior 

to signing the EPR.  (T-1). 
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4.12.6.  Evaluators with Dual or Multiple Roles.  When an evaluator serves in multiple roles 

on the AF Form 910, 911, or 912, or when the additional rater is also the commander/director, 

consider each section of the evaluation independently.  The evaluator may include written 

comments in each separate section of the evaluation.  When an evaluator chooses not to include 

performance comments in a section, they will enter ñTHIS SECTION NOT USED in the 

applicable section and sign.  Signature elements, to include the signature, are required in all 

sections of the evaluation regardless of whether there are performance comments included, or 

the evaluator has entered ñTHIS SECTION NOT USEDò. 

4.13.  Airmen Comprehensive Assessment /Performance Feedback. 

4.13.1.  Airmen Comprehensive Assessment /Performance Feedback will be accomplished in 

accordance with Chapter 2. 

4.13.2.  In Section VII (AF Form 910), Section VI (AF Form 911), and Section III (AF Form 

912) the rater certifies that the required Airmen Comprehensive Assessment was conducted 

during the reporting period by signing.  If the Airmen Comprehensive Assessment was not 

accomplished, an explanation must be provided in the remarks block (AF Form 910/911/912). 

4.14.  Forced Distributor, (Section IX, AF Form 910) Unit Commander/Military or Civilian 

Director/Other Authorized Reviewer, (Section VIII, AF Form 911).  

4.14.1.  The review is performed by the commander/director of the organization.  In the 

commanderôs/director's absence, the officer on G-series orders or a senior official within the 

commander's jurisdiction, may review.  Members designated to complete this section may not 

use the title "Commander" or "Director".  They will use their assigned duty title on the EPR.  

Home station commanders will complete this section for members on a 365-day extended 

deployment, regardless of the grade of the deployed rater and additional rater.  Additionally, 

forced distributors may delegate, in writing, the final signature authority to the Operations 

Officer or Squadron Section Commander (equivalents) for Airmen who are not TIG/TIS 

eligible for promotion during the current evaluation cycle. 

4.14.1.1.  The forced distributor as of the static close-out date will sign all AF Form 910s 

assigned to their Forced Distributor Identification for TIG/TIS eligible Airmen.  If the 

forced distributor appointed another officer/civilian to represent them at the Enlisted 

Forced Distribution Panel, the signature authority is still the forced distributor.  Exception:  

In joint agencies, the AFELM/CC on G-series orders is authorized to sign AF Form 910s 

in lieu of the forced distributor when the forced distributor signs the MEL. 

4.14.2.  The commander reviews evaluations to ensure ratings accurately describe performance 

and comments and are compatible with and support ratings.  They must return evaluations with 

unsupported statements for additional information or reconsideration of ratings.  (T-1).  

However, commanders may not coerce an evaluator to make changes. 

4.14.3.  The commander or designated representative will mark the ñconcurò or ñnon-concurò 

block.  See paragraph 1.9 for disagreements. 

4.14.4.  Forced Distributors or Commanders/Directors may have multiple roles.  The two 

signatures serve separate purposes:  one as an evaluator regarding duty performance, and one 

as a commander regarding quality review.  If the forced distributor/unit commander/director 

qualifies as a single evaluator, enter ñTHIS SECTION NOT USEDò in the additional rater 
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comment section.  Signature elements, to include the signature, are required in all sections of 

the evaluation regardless of whether there are performance comments included, or the 

evaluator has entered ñTHIS SECTION NOT USEDò.  (T-1). 

4.15.  Evaluator Considerations and Comments.  Certain items are prohibited for consideration 

in the performance evaluation process and will not be commented upon on any Enlisted Evaluation 

System form.  Except as authorized in the following paragraphs, do not consider, refer to, or 

include comments regarding: 

4.15.1.  (AF Form 911)  Promotion Statements and Assignment Recommendations:  

Promotion statements are only allowed when a Senior Noncommissioned Officer is TIG/TIS 

promotion-eligible and may only be made by the final evaluator in Section IX, Final 

Evaluatorôs Comments.  (T-1).  When the rater qualifies as a single evaluator, he/she may 

include a promotion statement in Section IX, Final Evaluatorôs Comments. Promotion 

statements on promotion selectee evaluations are prohibited.  (T-1).  Promotion statements 

must refer to the rateeôs next higher grade.  Assignment recommendations are authorized 

regardless of TIG/TIS eligibility.  Authorized examples include: 

4.15.1.1.  For a TIG/TIS promotion eligible MSgt, the final evaluator may state, promote 

to SMSgt, then select for Flight Chiefò as it states the next eligible grade and assignment. 

4.15.1.2.  For a MSgt not TIG/TIS promotion eligible, the final evaluator may not state, 

"promote to SMSgt, future Command Chief", as the ratee is not TIG/TIS eligible and the 

assignment recommendation is a CMSgt position.  (T-1). 

4.15.1.3.  Final evaluators may also provide assignment recommendations in their 

comments.  Similar to promotion statements, assignment recommendations may only be 

made by the final evaluator and may only refer to the positions in the rateeôs current grade 

if not promotion eligible.  (T-1).  If the ratee is promotion eligible or a selectee, assignment 

recommendations may be made for positions in the current and selected grade. 

4.15.2.  (AF Form 910)  Promotion statements in Section IX, Item 1, that are statements of 

fact (i.e., ñselected for promotion Below-the-Promotion Zoneò, or ñSTEP promoted to TSgtò) 

are authorized.  Additionally, pushes to commissioning sources are also authorized (i.e., 

Selected for Officer Training School). 

4.15.3.  Performance comments regarding Airman serving in ceremonial/event-related 

positions that have a ñtitleò higher than the rank the Airman currently holds are acceptable.  

Examples:  An Honor Guard SrA serving as Noncommissioned Officer-in-Charge, Firing 

Team or Noncommissioned Officer-in-Charge, Colors during a ceremony.  A SSgt serving as 

the First Sergeant of the Mess at a formal Order of the Sword Ceremony. 

4.16.  Inappropriate Comments Referring to Separation/Retirement, Civilian Employment, 

and Professional Military Education. 

4.16.1.  Separation or retirement status.  Comments referring to separation, retirement, or 

transfer to reserve status are prohibited.  (T-1).  However, comments may be warranted when 

an Airman displays a reluctance to accept responsibility, a negative attitude toward the job, 

and/or exhibits a decrease in performance that can be reasonably attributed to a pending 

separation or retirement.  Comments are limited to the behavior and not the fact the Airman is 

separating, retiring or transferring to a reserve status.  Note:  Although comments are 
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mandatory, the minimum bullets required in accordance with Tables 4.2, 4.6, or 4.9 may be 

used. 

4.16.2.  Civilian Employment.  Comments about civil service jobs or other civilian occupations 

are prohibited unless it directly relates to the military position and their military performance.  

Recommendations for civilian employment are prohibited.  (T-1). 

4.16.3.  Enlisted Professional Military Education Comments in EPRs. 

4.16.3.1.  The only permissible Professional Military Education comments in EPRs will be 

those referencing selections for an official Professional Military Education award or 

completion of Senior Enlisted Joint Professional Military Education I/II web based courses.  

All other comments, to include recommendation for any other Professional Military 

Education and selection for any other Professional Military Education attendance are 

prohibited.  Comments referencing Air Force prerequisite Professional Military Education 

(or sister service equivalent) selection, attendance and/or completion are prohibited, to 

include implied comments. 

4.17.  Rateeôs Acknowledgement. 

4.17.1.  The rater is required to conduct face-to-face (End-of-Reporting Period) feedback in 

conjunction with presenting the evaluation to the ratee.  (T-1).  The EPR serves as the feedback 

form.  An Airman Comprehensive Assessment form is not required.  Electronic routing of the 

form does not excuse the rater from providing face-to-face feedback.  Only in situations where 

face-to-face feedback is not feasible will feedback be conducted either by telephone or 

electronically.  (T-2).  The rater should first attempt to call the ratee and conduct the feedback 

via telephone.  If that option is not available, the rater may provide clear, detailed feedback to 

the ratee via email, using a read receipt to verify the feedback was received and read. 

4.17.2.  The rateeôs signature in the acknowledgment block does not constitute concurrence or 

non-concurrence of the content and/or rating of the evaluation.  The signature is to 

acknowledge receipt of the evaluation and to certify the ratee reviewed the personal 

information on the form. 

4.17.3.  The ratee will sign after all other evaluators have signed.  In cases where an Air Force 

Advisor or Acquisition/Functional Examiner is required to sign, the rateeôs acknowledgment 

will occur after the advisor or examiner review. 

4.17.4.  The ratee must acknowledge receipt of the evaluation prior to the evaluation becoming 

a matter of record unless the ratee refuses or is unable to sign.  The ratee will review and verify 

all dates, markings and comments on the form.  Significant discrepancies and administrative 

errors can be addressed at this time, and corrected if agreed by all parties before the evaluation 

becomes a matter of record.  This is not to be interpreted to mean the ratee can refuse to sign 

if he/she disagrees with the evaluation.  If evaluators do not agree to change the evaluation and 

the ratee wishes to dispute it, the ratee should pursue the established appeal/correction avenues 

available to them as outlined in Chapter 10, Correcting Officer and Enlisted Evaluation 

Reports, once the evaluation is a matter of record. 

4.17.5.  The rater will suspense the ratee three duty days (30 calendar days for ARC) to sign 

the evaluation.  (T-1). 
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4.17.6.  In cases where the ratee refuses to sign, any evaluator signing the evaluation is 

authorized to select ñRatee refusedò from the drop-down menu in the rateeôs acknowledgment 

and sign the evaluation in the rateeôs acknowledgement block. 

4.17.7.  In cases where the ratee is unable to sign, any evaluator will select ñNot availableò 

from the drop-down menu in the rateeôs acknowledgment block and sign the evaluation in the 

rateeôs acknowledgement block. 

4.17.8.  For the purpose of signing evaluations, the terms ñUnavailableò or ñUnable to Signò 

indicate that the member does not have access to a Common Access Card-enabled computer 

(i.e. convalescent leave, TDY to a contractor facility without government computer access, 

deployed to a location without computer access, no longer have digital signature capability, in 

Absent without leave or deserter status, etc.). 

4.17.9.  ñWet Signature Evaluations Only.ò  Evaluators can type, handwrite or use the drop-

down option to annotate the evaluation when the ratee is unable or declines to sign. 

4.18.  Forced Distribution (AF Form 910 only). 

4.18.1.  Terms and Definitions. 

4.18.1.1.  Forced Distribution.  The allocation of the top two promotion recommendations, 

ñPromote Nowò and ñMust Promoteò, from a force distributor on AF Form 910 for 

promotion eligible SrA, SSgts, and TSgts. 

4.18.1.2.  Forced Distributor (FD).  For wing/group/squadron-level organizational 

structures, the Forced Distributor will be the G-series orders commander or civilian director 

(delegable to section commander or equivalent only for non-TIG/TIS eligibles).  For wings, 

the Forced Distributor is the vice commander, delegable to the Director of Staff. Within 

MAJCOMs, COCOMs, FOAs, DRUs,  NAFs, and Centers, the Forced Distributor  will be 

the military or civilian director.  For MAJCOM and COCOM commanders, the Forced 

Distributor will be the vice commander. 

4.18.1.3.  Forced Distributor Identification (FDID).  A nine digit code annotated on the AF 

Form 910.  It is assigned to a position/PAS codes and identifies the Forced Distributor. 

4.18.1.4.  Enlisted Forced Distribution Panel (EFDP).  The EFDP is comprised of the 

EFDP President, Command Chief or Air Force Senior Enlisted Leader (SEL), forced 

distributors of small units (flight chiefs/designated representatives for large units), and 

Recorder. 

4.18.1.5.  Master Eligibility Listing (MEL).  Identifies all Airmen with an EPR scheduled 

to close out on the applicable static close-out date as well as Airmen who are and are not 

TIG/TIS-eligible.  The listing also reflects the number of promotion allocations earned. 

4.18.1.6.  Accounting Date.  The date approximately 120 calendar days before the static 

close-out date.  This date is used as a file freeze in order to account for the actual number 

of eligible TIG/TIS promotion-eligible Airmen for each forced distributorôs PAS code(s).  

No changes will be made to the number of allocations on or after the static close-out date 

unless specifically authorized by HQ AFPC/DP3SP as an exception.  See Table 4.6.  (T-

1). 
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4.18.1.7.  Static Close-out Date (SCOD).  This is the fixed annual date that all enlisted 

evaluations will close-out for a specific grade.  It is used to determine the final TIG/TIS-

eligible pool for forced distribution allocations.  EPRs cannot be signed before this date.  

See Tables 4.7 and 4.8  (T-1). 

4.18.1.8.  Large Unit.  Any organizational structure with 11 or more TIG/TIS-eligible 

Airmen (by grade) as of the SCOD. 

4.18.1.9.  Small Unit.  Any organizational structure with 10 or less TIG/TIS-eligible 

Airmen (by grade) as of the SCOD. 

4.18.1.9.1.  Under a wing-level construct, squadrons, group staffs and wing staff 

agencies could be classified as small units.  Under a Direct Reporting Unit or Field 

Operating Agency level construct, squadrons, group staffs, and directorates could be 

classified as small units. 

4.18.1.9.2.  Under a SAF/HAF/COCOM/MAJCOM Management Level construct, 

subordinate directorates with military or civilian directors that are senior raters could 

be classified as small units. 

4.18.2.  EFDP Member Roles and Responsibilities. 

4.18.2.1.  Panel President.  A voting and scoring panel member.  He/she must be the Senior 

Rater assigned to the Senior Rater Identification (senior rater identification) or 

Management Level (assigned as the head of the Management Level); for Combatant 

Commands (COCOMs) this will be the Air Force Element Commander (the Air Force 

officer designated by the COCOM/CC as the AFELM/CC). 

4.18.2.1.1.  Responsibilities.  Design and document procedures for their respective 

EFDP and perform administrative duties in connection with the proceedings. 

4.18.2.1.2.  Ensures all members understand discussions regarding individual records 

or award recommendations.  Discussions between panel members are not to be shared 

outside of the panel.  However, forced distributors may discuss the panel process and 

how they are conducted with their Airmen. 

4.18.2.1.3.  Ensures the consideration of all Airmen nominated to the EFDP without 

prejudice or partiality in a consistent, fair, and equitable manner. 

4.18.2.2.  Command Chief or Air Force Senior Enlisted Leader. Serves as an advisor to the 

panel.  (T-3). 

4.18.2.3.  Forced Distributors.  A voting and scoring panel member. 

4.18.2.3.1.  Represent Airmen nominated from their particular small unit. 

4.18.2.4.  Recorders.  A non-voting and non-scoring member.  Recorders will not serve on 

a panel for which they are being considered.  They will also not assume the role or 

responsibilities of a voter, scorer, or advisor for the same panel. 

4.18.2.4.1.  Assists the EFDP President with ensuring panel proceedings meet all 

requirements. 

4.18.2.4.2.  Advises all panel members on the EFDP process and other administrative 

matters. 
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4.18.3.  Delegation of Roles and Responsibilities. 

4.18.3.1.  EFDP President.  Only under extraordinary circumstances may EFDP President 

responsibilities be delegated to the next senior Air Force officer/civilian (normally the vice 

commander).  If applicable, the vice commander, etc., will delegate the forced distributor 

authority for the small unit to the next senior Air Force officer/civilian.  (T-2).  Example:  

If the MAJCOM/CV is appointed EFDP President by MAJCOM/CC, the next senior Air 

Force officer/civilian will be appointed forced distributor for the MAJCOMôs small unit 

forced distributor. 

4.18.3.1.1.  Numbered Air Force/Center/Wing/Direct Reporting Unit/Field Operating 

Agency:  The vice wing commander, Field Operating Agency or Direct Reporting Unit 

vice commander or Director of Staff, will serve as the ñsmall unit commanderò only 

when there are eligible Airmen assigned to those respective staff agencies, under the 

direct authority of the commander (senior rater).  Senior raters will not serve in a dual-

hatted capacity, where they act as both the small unit commander and EFDP President.  

(T-1).  Allowing the vice wing commander or Director of Staff to represent eligible 

staff agency Airmen at the EFDP as a panel member gives the senior rater impartiality 

as the EFDP President. 

4.18.3.1.2.  If the vice commander or Director of Staff has been appointed as the EFDP 

President, they cannot be dual-hatted and also serve as a panel member.  (T-1).  The 

next senior Air Force officer/civilian will serve as the forced distributor (panel 

member). 

4.18.3.1.3.  Numbered Air Forces/Centers will hold Enlisted Forced Distribution 

Panels at the Numbered Air Force/Center level and not roll up to the Management 

Level.  The Numbered Air Force/Center commander/director as the president (unless 

delegated). 

4.18.3.1.4.  Headquarters Air Force (HAF) Staff/Major Commands (MAJCOM).  

Management Level commanders may delegate management level EFDP President 

responsibilities no lower than the vice commander/deputy.  (T-1).  When EFDP 

President responsibilities are delegated, the next senior Air Force officer/civilian (i.e. 

Director of Staff) will serve as the ñsmall unit commanderò when there are eligible 

Airmen assigned.  Management Levels or appointees, when Management Level EFDP 

President responsibilities have been delegated, will not serve in a dual-hatted capacity.  

Allowing the vice commander or appointee to represent promotion eligible Airmen at 

the EFDP gives the Management Level impartiality as the EFDP President.  Exception:  

If the vice commander is unavailable due to deployment or TDY, EFDP President 

responsibilities may be further delegated to the next highest ranking Air Force officer 

or civilian equivalent (no lower than colonel). 

4.18.3.1.5.  Combatant Commands (COCOM).  The Air Force Element Commander 

(AFELM/CC) will assume EFDP President responsibilities with a COCOM, unless the 

COCOMôs commander is Air Force and requests to chair the EFDP proceedings.  (T-

1).  If the AFELM/CC is unavailable due to a prolonged deployment or TDY, EFDP 

President responsibilities may be delegated to the next highest senior Air Force officer.  

This delegation will be for the current EFPD only, not on a permanent basis.  Short 



116 AFI36-2406  14 NOVEMBER 2019 

absences (leave, routine TDY) do not qualify as a reason to delegate responsibilities 

below the AFELM/CC. 

4.18.3.1.6.  For joint organizations, such as United States Military Entrance Processing 

Command, which may not have an Air Force general officer or Air Force colonel 

assigned, an exception to policy may be submitted to HQ AFPC/DP3SP.  The request 

must include the organizations proposed EFDP process. 

4.18.3.1.7.  For joint organizations, the forced distributor can request to designate the 

next senior Air Force officer/civilian (no lower than lt col/civilian equivalent) to attend 

the EFDP.  This request must be approved by the EFDP President and documented in 

writing.  (T-1). 

4.18.3.2.  Command Chief and SELs.  When circumstances warrant, the interim Command 

Chief or SEL will serve as the advisor for the EFDP. 

4.18.3.3.  Force Distributor (FD) Authorities.  When circumstances warrant, requests can 

be made to the EFDP President to designate the next senior Air Force officer/civilian (no 

lower than major or civilian equivalent) to represent them on the panel.  (T-3).  If the next 

senior officer/civilian does not meet the rank requirement, another FD within the senior 

raterôs purview (i.e., another squadron commander, group deputy) may represent the 

organization.  All requests much be approved by the EFDP President and documented in 

writing.  The FD authority will maintain all other responsibilities such as signing EPRs and 

MELs. 

4.18.4.  Allocations and Notification. 

4.18.4.1.  Allocations.  AF/A1 determines forced distribution promotion allocations. 

4.18.4.2.  Allocations are based on 5% of the total TIG/TIS promotion-eligible SrA, SSgt 

and TSgt population for ñPromote Nowò, 10% of the total TIG/TIS promotion-eligible 

SSgt and TSgt population for ñMust Promoteò allocations, and 15% of the total TIG/TIS 

promotion-eligible SrA population for ñMust Promoteò allocations.  In accordance with 

the aforementioned allocation rates, AFPC provides the actual number of ñPromote Nowò 

and ñMust Promoteò allocations to each forced distributor authority via the final MEL.  See 

Tables 4.10 and 4.11.  The tables are subject to change, therefore FDs and EFDPs will 

utilize the allocations provided on the final MEL. 

4.18.4.2.1.  Large units (11 or more TIG/TIS eligible Airmen) will receive their own 

forced distribution promotion allocations, and large unit forced distributor authorities 

will award their allocations at the unit level.  (T-1).  Large unit commanders (forced 

distributor authorities) cannot exceed the promotion allocations listed on the final 

MEL. 

4.18.4.2.2.  Small units (10 or less TIG/TIS eligible Airmen) roll-up, compete at and 

receive promotion recommendation allocations via the Senior Rater or Management 

Level (whichever is applicable) EFDP.  (T-1). 

4.18.4.3.  In cases where after aggregation there are not enough eligible Airmen from the 

small units to earn ñPromote Nowò and ñMust Promoteò promotion allocations, the Senior 

Rater or Management Level EFDP (whichever is applicable) will receive an outright 

allocation of 1 ñPromote Nowò and 1 ñMust Promoteò.  (T-1). 
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4.18.4.4.  When there is only 1 eligible out of the Senior Rater or Management Levelôs 

total promotion eligible population, the Senior Rater or Management Level (whichever is 

applicable) will receive an outright allocation of 1 ñPromote Nowò and 1 ñMust Promote.ò  

(T-1).  The senior rater or Management Level (whichever is applicable) will determine if 

the promotion-eligible memberôs record of performance warrants allocation of either a 

ñPromote Nowò or ñMust Promoteò promotion recommendation and will award the 

appropriate promotion recommendation. 

4.18.4.5.  Allocations Not Used.  Management Levels, senior raters, and forced distributors 

are not required to use all allocations if they believe the performance quality and promotion 

potential of Airmen in their unit does not warrant the full share of allocations.  Additionally, 

redistribution or carry-over of allocations is strictly prohibited.  (T-1). 

4.18.4.6.  Forced Distribution of Students/Patients.  Forced distributors have a separate 

forced distributor identification for in-utilization permanent party students. Force 

distributors will receive a separate allocation for their TIG/TIS promotion-eligible 

student/patient populations.  See paragraph 4.18.6.1.  (T-1).  Note:  Airmen TDY to 

school less than 20 weeks will fall under their home station forced distributor identification. 

4.18.5.  Identifying and Notifying Organizations. 

4.18.5.1.  Identifying.  AFPC will provide MELs identifying TIG/TIS-eligible and non-

TIG/TIS-eligible Airmen assigned as of the accounting date.  (T-1).  The MEL identifies 

all Airmen with an EPR scheduled to close-out on the applicable SCOD, regardless of an 

Airmanôs promotion ineligibility condition(s) (e.g., on the control roster, primary Air Force 

Specialty Code skill level too low, undergoing Article 15 suspended reduction).  See Table 

4.6 for accounting dates. 

4.18.5.2.  Notifying.  Organizations will receive an initial MEL identifying if they are a 

large or small unit no later than the accounting date associated with each gradeôs SCOD.  

A final MEL will be forwarded following the applicable SCOD.  Units should adjudicate 

each MEL to ensure all unit promotion-eligible Airmen are accurately captured.  (T-1). 

4.18.6.  Eligibility and Nominations. 

4.18.6.1.  Verifying Eligibility.  Using the organizationôs MEL, FD authorities verify the 

eligibility of each Airman to ensure he/she meets the TIG/TIS requirements for promotion.  

Only verify the TIG/TIS requirements and do not consider normal individual promotion 

ineligibility conditions.  (T-1).  This will ensure only those meeting the TIG/TIS 

requirements are considered and the forced distributor authority receives the correct 

number of forced distribution promotion allocations.  Note:  Forced distributor authorities 

with SrA, SSgt, or TSgt promotion-eligible students (student squadrons) or patients 

(patient squadrons) will receive forced distribution promotion allocations for their TIG/TIS 

promotion-eligible student or patient populations separate from the forced distribution 

allocations for their TIG/TIS promotion-eligible SrA, SSgt, or TSgt permanent party 

populations. 

4.18.6.2.  Nominations.  Large or small unit forced distributors are responsible for 

considering all individuals appearing on the unitôs final MEL.  (T-1).  Forced distributors 

will consider all individuals meeting TIG/TIS requirements. 
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4.18.6.2.1.  Small unit promotion-eligible Airmen are nominated by the unit forced 

distributor authority to compete for award of a forced distribution promotion allocation 

at the Senior Rater or Management Level EFDP (whichever is applicable).  The 

maximum number of ñPromote Nowò and ñMust Promoteò allocations the EFDP may 

award is based on the combined total number of TIG/TIS promotion-eligible Airmen 

from each small unit, by grade. 

4.18.6.2.2.  Each unit may nominate up to the maximum number of available 

allocations.  Example:  If the total combined number of SSgt promotion eligible 

Airmen from all small units is 28, the total promotion allocations the EFDP may award 

is 4 (1 ñPromote Nowò and 3 ñMust Promoteò) based on a 5% ñPromote Nowò 

allocation and 10% ñMust Promoteò allocation.  Therefore, a small unit forced 

distributor may nominate no more than 4 eligible SSgts. 

4.18.6.2.3.  If a small unit does not nominate an eligible Airman, the Forced Distributor 

will annotate the MEL accordingly and sign. 

4.18.7.  EFDP Nomination Folders. 

4.18.7.1.  To assist in ensuring the information being considered for all promotion-eligible 

Airmen nominated to the EFDP is consistent, fair, and equitable, the nomination folder will 

only include the Airmanôs: career brief, decorations, and last three EPRs (this includes the 

EPR being considered for forced distribution).  Commanders may also submit a push-note 

when the panel proceedings are held virtually or when nominee packages will be sent to 

panel members in advance of the physical panel.  Push-notes will only convey the 

nomineeôs relative standing amongst all other Airmen nominated by the commander. 

4.18.7.2.  EPRs being considered for forced distribution must be signed by the rater and 

additional rater prior to the EFDP proceedings.  (T-1).  Additionally, EPRs meeting the 

EFDP cannot be awarded ñPromote Nowò or ñMust Promoteò allocations or be signed by 

the forced distributor prior to the panel.  (T-1). 

4.18.7.3.  Performance assessment changes made after panel proceedings are limited to 

significant quality force indicators negative or positive, that were not previously known.  

(T-1). 

4.18.8.  EFDP Procedures. 

4.18.8.1.  EFDP proceedings may not commence and promotion allocation selections may 

not be made any earlier than the day following each applicable gradeôs SCOD.  (T-1).  Any 

and all notional or pre-forced distribution proceedings, ahead of the completion of each 

gradeôs entire reporting period (e.g. prior to 1159 hours on the applicable gradeôs SCOD) 

are prohibited.  (T-1). 

4.18.8.2.  Physical or virtual panel.  It is up to the EFDP President to determine how to 

hold the EFDP based upon the nature of the organizationôs structure.  When the EFDP 

President chooses to hold a physical panel (i.e., in person), nominee records may be 

provided for review in advance of the physical proceedings.  In such cases, the EFDP 

Recorder will ensure all records are available to all panel members to allow ample time to 

review prior to the physical panel. 
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4.18.8.3.  Small units.  Small unit TIG/TIS promotion eligible Airmen aggregate up to 

compete at the senior rater or Management Level EFDP.  HAF/SAF/COCOM/MAJCOM 

forced distributors with 10 or less TIG/TIS eligible Airmen aggregate from the senior rater 

up to the Management Level EFDP.  When a commander has promotion authority over 

two or more units, the eligible Airmen are not combined.  Each unit will comply with the 

large or small unit. 

4.18.8.3.1.  Small unit FDs nominate eligible Airmen to compete at the EFDP.  

Nomination folders will include the Airmanôs career brief, decorations, and last 3 EPRs 

(this includes the EPR being considered for forced distribution).  A push-note may also 

be included. 

4.18.8.4.  Large units.  Large unit FDs are authorized to utilize the small unit EFDP process 

(but not participate in small unit panels) or develop their own process.  If the large unit 

develops a process, the FD must disseminate the forced distribution procedures within their 

organizaton that will be utilized no later than the accounting date for each applicable 

evaluation cycle.  (T-1). 

4.18.8.5.  Once selections are made, the Forced Distributor Identification authority 

annotates and signs the applicable MEL, identifying those selected to receive ñPromote 

Nowò and ñMust Promoteò allocations.  The Forced Distributor Identification authority 

will then return all evaluations to the owning small unit FD for application of the awarded 

allocation as well as EPR signature by the responsible unit commander/director/other 

authorized reviewer.  Individual Senior Raters/ Forced Distributor Identification authorities 

or Management Levels will not sign evaluations in-lieu of the forced distributor. 

4.18.8.6.  If an egregious event or negative information, transpired and was substantiated 

during the reporting period and, discovered after the SCOD, and after promotion 

recommendations have been allocated, the Forced Distributor Identification authority, 

Senior Rater, or Management Level (whichever is applicable), may remove or downgrade 

the promotion recommendation from the rateeôs evaluation.  (T-3).  In such a case, the 

applicable forced distribution promotion allocation will not be reallocated.  (T-1). 

4.18.9.  Scoring. 

4.18.9.1.  Records are scored on a best-qualified basis.  Enlisted Forced Distribution Panel 

members will ensure that Airmen selected to receive forced distribution promotion 

allocations are fully qualified to assume the next higher grade. 

4.18.9.2.  The Senior Rater or Management Level (whichever is applicable) may use either: 

4.18.9.2.1.  A ñrack-n-stackò process by which each panel member rank orders all 

records from highest to lowest and all rankings are combined to develop an order of 

merit. 

4.18.9.2.2.  A panel or Management Level Review scoring process by which EFDP 

records are scored in 6-to-10 point increments. 

4.18.9.3.  Scoring is based on documents in each eligibleôs EFDP nomination folder only.  

(T-1). 
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4.18.9.4.  Panel members will assign each eligible a score (6-to-10 point) or ranking, 

reflecting their assessment of relative performance, leadership/followership, and the 

potential to serve at the next higher grade. 

4.18.9.5.  Panel members may score nomination folders in advance on the EFDP when 

authorized by the EFDP President. 

4.18.9.6.  If a panel member identifies a record-based matter that causes concern, he/she 

will bring the matter to the other panel members, the panel recorder, or directly with the 

panel president, so that the matter has the attention of the other panel members. 

4.18.9.7.  Panel members are encouraged to discuss their own knowledge and evaluation 

of the professional qualifications of their respective promotion-eligible Airman. 

4.18.9.8.  Panel members may not discuss or disclose the opinion of any person not a 

member of the panel concerning the member. 

4.18.9.9.  Scoring Scale.  See Table 4.1. 

4.18.9.9.1.  Defining "Splits". A "split" is a significant disagreement between EFDP 

members about the score of a record.  A ñsplitò is considered a difference in a score of 

2 or more points between any two panel members. 

4.18.9.9.2.  Resolving "Splits".  All scoring stops and all voting EFDP members must 

be present (physically or virtually) to discuss the records involved in a ñsplitò.  Only 

EFDP members with split scores may change their scores in the process of resolving a 

split.  A ñsplitò is resolved when there is a difference in a score of 1.5 or less points 

between any two panel members. 

4.18.10.  EFDP Report. 

4.18.10.1.  The panel report should contain a list of panel members, panel recorder, order 

of merit (identifying total score, if/when applicable), and forced distribution promotion 

recommendation status based on the available number of ñPromote Nowò and ñMust 

Promoteò allocations, and cut-off score. 

4.18.10.2.  The report should be approved and signed by the Senior Rater or Management 

Level as the panel president and by the panel recorder. 

4.18.10.3.  Supplemental Enlisted Forced Distribution Panel consideration will not be 

given for the following reasons: 

4.18.10.3.1.  Incorrect data reflected on the career brief. 

4.18.10.3.2.  Denied EFDP nomination due to incorrect data reflected on the forced 

distributor identification output products or in the career brief. 

4.18.10.3.3.  MELs not returned to the MPF or individual was ñoverlookedò on the 

listing. 

4.18.10.3.4.  EFDP nomination packages not completed/turned in/approved in time to 

meet the board. 
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Table 4.1.  Enlisted Forced Distribution Panel Scale. 

Score Potential 

10.0 Absolutely superior 

9.5 Outstanding 

9.0 Few could be better 

8.5 Strong 

8.0 Slightly above average 

7.5 Average 

7.0 Slightly below average 

6.5 Well below average 

6.0 Lowest 

Table 4.2.  When to Submit EPRs for RegAF, Active Guard Reserve, and Stat Tour.  

R 

U 

L 

E 

A B 

If  then the reason for the 

evaluation is 

1 RegAF ONLY:  The ratee is a SrA as of the 31 March 

static close-out date. 

Initial 

2 RegAF ONLY:  The ratee is an A1C or below, with 36 or 

more months Total Active Federal Military Service as of 

the 31 March static close-out date.  See Note 1. 

Initial 

3 ARC ONLY:  The ratee is a SrA or above as of the static 

close-out date of the evaluation and has not had an 

evaluation. 

Initial 

4 ARC ONLY:  The ratee is a SSgt or above and has not had 

an evaluation for at least one year. 

Annual 

5 RegAF ONLY:  Subsequent evaluations will close-out on 

the static close-out date (based on rank).  See Note 2. 

Annual 

6 The ratee requires an EPR due to placement on the Control 

Roster.  See Notes 1 and 3. 

Directed  by Commander 

(DBC) 

7 An evaluation is necessary to document substandard 

performance or conduct.  See Note 1. 

DBC 

8 The ratee is placed into record status 6, deserter.  See Notes 

3 and 4. 

DBC 

9 The member needs an evaluation following a discharge 

action per AFI 36-3208, Administrative Separation of 

Airmen.  See Notes 1 and 5. 

Directed by HAF (DBH) 

10 Authorities place the ratee in evaluating identifier 9A100 or 

9A000.  See Notes 6 and 7. 

DBH 
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11 Personnel have declared the ratee missing in action, 

captured, or interned.  See Notes 1, and 7. 

DBH 

12 HAF directs a special evaluation.  See Note 8. DBH 

13 The ratee is a CMSgt. Annual 

14 The ratee needs an evaluation in conjunction with 

involuntary removal from ANG AGR or Statutory Tour. 

Directed by Full-time 

unit commander, TAG or 

NGB/CF 

15 ANG unit commander, The Adjutant General (TAG) or 

NGB/CF directs a special evaluation. 

Directed by Full-time 

unit commander, TAG or 

NGB/CF 

16 A1C who enlisted under the National Call to Service 

program.  See Note 9. 

Initial 

17 Any sentence of confinement as the result of a court-

martial.  See Note 1. 

Directed by Commander 

18 ARC ONLY:  In cases where a promotion/demotion has 

occurred and a member will have more than 24 months 

from the closeout date of their last evaluation and the new 

established static close-out date for their new rank. 

Directed by HAF  

(DBH) 

19 AGR ONLY:  In cases where a promotion/demotion has 

occurred and a member will have more than 24 months 

from the closeout date of their last evaluation and the new 

established static close-out date  for their new rank.  AGR 

personnel will require annual evaluations.  A Directed by 

HAF (DBH) report is required in cases where a 

promotion/demotion has occurred and a member will have 

more than 12 months from the closeout date of their last 

evaluation and the new established static close-out date for 

their new rank. 

DBH 



AFI36-2406  14 NOVEMBER 2019 123 

Notes: 

1.  A1C or below with less than 36 months Total Active Federal Military Service, (or Date 

Initial Entry Uniformed Services for ARC) do not receive an EPR unless it is a Directed By 

the Commander report and the member has a minimum of 20 months TIS. 

2.  The close-out date is on the static close-out date for the applicable rank (for example, a 

SSgt will have their close-out on 31 Jan (SSgt static close-out date).  Exception:  Airmen 

selected for promotion or Airmen who are demoted will have their evaluation close out on 

the static close-out date of their projected or received rank and in some cases, may exceed a 

year.  Example:  A SSgt selected for TSgt will now have their evaluation close-out on 30 

Nov.  A SSgt demoted to SrA will have their EPR close out 31 March. 

3.  The close-out of the evaluation prepared when placing a member on the control roster is 

the day before the date of placement on the control roster. 

4.  The close-out date is the effective date the ratee is placed in Record Status 6, Deserter. 

5.  When a member is undergoing an involuntary separation due to substandard performance, 

a commander will complete a Directed by Commander evaluation and may only comment on 

the negative behavior.  This applies to TSgts and below and the commander will close out 

the evaluation one day before the written notice of the proposed action to the Airman. If a 

member is being involuntarily separated for reasons other than substandard performance, 

then a Directed by Commander evaluation is not required 

6.  The evaluation's close-out is the day before the date that authorities place the Ratee in 

reporting identifier 9A100 or 9A000. 

7.  Do not prepare EPRs for periods of missing in action, captured, or interned status of less  

than 15 calendar days.  For 15 calendar days or more, prepare an EPR as AFPC/DP3SP 

directs. 

8.  AFPC/DP3SP (or AFPC/DP2SP if the evaluation is necessary for promotion 

consideration) directs evaluations under this rule. 

9.  A1Cs who enlisted under the National Call to Service program will receive their initial 

EPR upon completion of 16 months Total Active Federal Military Service minus 1 day. 
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Table 4.3.  When to submit EPRs for ARC Non-AGR. 

R 

U 

L 

E 

A B 

If (see Notes 1 and 8) then the 

reason for the 

evaluation is 

1 The ratee is a SrA and below, with 20 or more months time in service 

(from Date Initial Entry Uniformed Services date), and has not had a 

report.  See Notes 2, 3 and 7. 

Initial 

2 The ratee is an SSgt or above and has not had a report for at least two 

years.  See Note 3. 

Biennial 

3 The commander directs an evaluation. Directed by 

Commander 

(see Note 9) 
4 Commander directs evaluation to document substandard performance 

or conduct. 

5 The ratee is placed into record status 6, deserter status.  See Note 6. 

6 HAF, HAF/RE, ARPC or NGB directs a special evaluation.  See Note 

4. 

Directed by 

HAF (DBH) 

7 The ratee needs an evaluation in conjunction with discharge. DBH 

8 The ratee is declared missing in action/captured/interned.  See Note 5. DBH 

9 The ratee is a CMSgt.  See Note 3. Biennial 

10 ARC ONLY:  In cases where a promotion/demotion has occurred and 

a member will have more than 24 months from the closeout date of 

their last evaluation and the new established static close-out date for 

their new rank. 

DBH 

11 AGR ONLY:  In cases where a promotion/demotion has occurred and 

a member will have more than 24 months from the closeout date of 

their last evaluation and the new established static close-out date for 

their new rank.  AGR personnel will require annual evaluations.  A 

DBH report is required in cases where a promotion/demotion has 

occurred and a member will have more than 12 months from the 

closeout date of their last evaluation and the new established static 

close-out date for their new rank. 

DBH 
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Notes: 

1.  For IMAs, PIRR and PIRR Category E, the unit of attachment is responsible for 

completing the evaluation. 

2.  The close-out date is the day the Airman has 20 months from Date Initial Entry 

Uniformed Services date, unless the Airman reaches his/her 20 months on or after 2 Dec, at 

which time, the Airmanôs closeout will be extended to the 31 Mar static close-out date.  The 

reason for the report remains Initial.  Subsequent evaluations will close-out on the 

appropriate static close-out date (based on rank). 

3.  If the ratee did not participate during the period, the report must state this information. 

4.  HAF/REP directs EPRs under this rule for AFR; NGB/A1P for ANG. 

5.  Do not prepare evaluations for periods of missing-in-action, captured, or detained in 

captive status of less than 15 calendar days.  If the ratee remains in one of these categories 

for 15 calendar days or more, prepare an evaluation under this rule without regard to the 

number of days of supervision.  Close the evaluation on the day the ratee was placed in 

missing-in-action, captured, or detained in captive status.  These evaluations are as directed 

by HQ AFPC/DP3SP or HQ ARPC/DPTSE. 

6.  The close-out date of the evaluation is the effective date the ratee is placed in record  

Status 6, deserter. 

7.  Initial evaluation implementation for ANG Non-AGR SrA and above who have no 

previous report; refer to paragraph 4.5. 

8.  Only one day is required for raters to close-out an evaluation. 

9.  Only negative behavior/substandard performance is documented.  Positive 

behavior/performance will be documented on the next static close-out date EPR.  

Table 4.4.  Static Close-out Date Chart for RegAF, Active Guard Reserve, and Stat Tour. 

RANK  SCOD 

SrA and Below 31 Mar 

SSgt and SSgt selects 31 Jan 

TSgt and TSgt selects 30 Nov 

MSgt and MSgts selects 30 Sep 

SMSgt and SMSgt selects 31 Jul 

CMSgt and CMSgt selects 31 May 

Table 4.5.  Static Close-out Date Chart for ARC Non-AGR. 

RANK  SCOD 

SrA and Below 31 Mar (Even years) 

SSgt 31 Jan (Odd years) 

TSgt 30 Nov (Even years) 

MSgt 30 Sep (Odd years) 

SMSgt 31 Jul (Even years) 

CMSgt 31 May (Odd years) 
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Table 4.6.  Accounting Dates for Static Close-out Date Evaluations. 

Rank (includes selectees) Static Close-out Date 
Accounting Date 

SrA and below 31 Mar 
3 Dec 

SSgt 31 Jan 
3 Oct 

TSgt 30 Nov 
3 Aug 

MSgt 30 Sep 
3 Jun 

SMSgt 31 Jul 
3 Apr 

CMSgt 31 May 
3 Feb 

Note:  Accounting dates are approximately 120 calendar days prior to each static close-

out date and are established as the 3rd of the month for consistency. 

Table 4.7.  Forced Distribution Allocation Table (SrA). 

Total 

Eligible 

Total 

PN 

Total 

MP 

 Total 

Eligible 

Total 

PN 

Total 

MP 

 Total 

Eligible 

Total 

PN 

Total MP 

11 - 12 1 1 178 - 182 9 27 343 - 347 17 52 

13 - 17 1 2 183 - 187 9 28 348 - 349 17 53 

18 - 22 1 3 188 - 189 9 29 350 - 357 18 53 

23 - 27 1 4 190 - 197 10 29 358 - 362 18 54 

28 - 29 1 5 198 - 202 10 30 363 - 369 18 56 

30 - 37 2 5 203 - 207 10 31 370 - 377 19 56 

38 - 42 2 6 208 - 209 10 32 378 - 382 19 57 

43 - 47 2 7 210 - 217 11 32 383 - 387 19 58 

48 - 49 2 8 218 - 222 11 33 388 - 389 19 59 

50 - 57 3 8 223 - 227 11 34 390 - 397 20 59 

58 - 62 3 9 228 - 229 11 35 398 - 402 20 60 

63 - 67 3 10 230 - 237 12 35 403 - 407 20 61 

68 - 69 3 11 238 - 242 12 36 408 - 409 20 62 

70 - 77 4 11 243 - 247 12 37 410 - 417 21 62 

78 - 82 4 12 248 - 249 12 38 418 - 422 21 63 

83 - 87 4 13 250 - 257 13 38 423 - 427 21 64 

88 - 89 4 14 258 - 262 13 39 428 - 429 21 65 

90 - 97 5 14 263 - 267 13 40 430 - 437 22 65 

98 ï 102 5 15 268 - 269 13 41 438 - 442 22 66 

103 ï 107 5 16 270 - 277 14 41 443 - 447 22 67 

108 - 109 5 17 278 - 282 14 42 448 - 449 22 68 

110 ï 117 6 17 283 - 287 14 43 450 - 457 23 68 

118 ï 122 6 18 288 - 289 14 44 458 - 462 23 69 

123 ï 127 6 19 290 - 297 15 44 463 - 467 23 70 

128 ï 129 6 20 298 - 302 15 45 468 - 469 23 71 

130 ï 137 7 20 303 - 307 15 46 470 - 477 24 71 
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138 ï 142 7 21 308 - 309 15 47 478 - 482 24 72 

143 - 147 7 22 310 - 317 16 47 483 - 487 24 73 

148 - 149 7 23 318 - 322 16 48 488 - 489 24 74 

150 - 157 8 23 323 - 327 16 49 490 - 497 25 74 

158 - 162 8 24 328 - 329 16 50 498 - 500 25 75 

163 - 167 8 25 330 - 337 17 50  

168 - 177 9 26 338 - 342 17 51 

Note:  Table is subject to change.  Utilize allocations on the final Master Eligibility 

Listing(s). 

Table 4.8.  Forced Distribution Allocation Table (SSgt and TSgt).  

 

Total 

Eligible 

Total 

PN 

Total 

MP 

 Total 

Eligible 

Total 

PN 

Total 

MP 

 Total 

Eligible 

Total 

PN 

Total 

MP 

11 - 16 1 1 177 - 183 9 18 344 - 349 17 35 

17 - 23 1 2 184 - 189 9 19 350 - 356 18 35 

24 - 29 1 3 190 - 196 10 19 357 - 363 18 36 

30 - 36 2 3 197 - 203 10 20 364 - 369 18 37 

37 - 43 2 4 204 - 209 10 21 370 - 376 19 37 

44 - 49 2 5 210 - 216 11 21 377 - 383 19 38 

50 - 56 3 5 217 - 223 11 22 384 - 389 19 39 

57 - 63 3 6 224 - 229 11 23 390 - 396 20 39 

64 - 69 3 7 230 - 236 12 23 397 - 403 20 40 

70 - 76 4 7 237 - 243 12 24 404 - 409 20 41 

77 - 83 4 8 244 - 249 12 25 410 - 416 21 41 

84 - 89 4 9 250 - 256 13 25 417 - 423 21 42 

90 - 96 5 9 257 - 263 13 26 424 - 429 21 43 

97 - 103 5 10 264 - 269 13 27 430 - 436 22 43 

104 - 109 5 11 270 - 276 14 27 437 - 443 22 44 

110 - 116 6 11 277 - 283 14 28 444 - 449 22 45 

117 - 123 6 12 284 - 289 14 29 450 - 456 23 45 

124 - 129 6 13 290 - 296 15 29 457 - 463 23 46 

130 - 136 7 13 297 - 303 15 30 464 - 469 23 47 

137 - 143 7 14 304 - 309 15 31 470 - 476 24 47 

144 - 149 7 15 310 - 316 16 31 477 - 483 24 48 

150 - 156 8 15 317 - 323 16 32 484 - 489 24 49 

157 - 163 8 16 324 - 329 16 33 490 - 496 25 49 

164 - 169 8 17 330 - 336 17 33 497 - 500 25 50 

170 - 176 9 17 337 - 343 17 34  

Note:  Table is subject to change. Utilize allocations on the final Master Eligibility 

Listing(s). 
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Table 4.9.  Instructions for AF Forms 910, Enlisted Performance Report (AB-TSgt). 

SECTION I.  RATEE IDENTIFICATION DATA  

Item/Description Instructions Example 

1. Name In all upper case, enter last name, first name, middle 

initial, and any suffix (i.e. JR., III).  If there is no 

middle initial, the use of ñNMIò is optional. 

 

 

HARRIS, 

MICHAEL L. 

JR. 

2. Social Security    

Number  

Enter full Social Security Number  123-45-6789 

3. Rank Select appropriate rank from drop-down box. SrA, SSgt, 

SSgt Select 

4. DAFSC Enter DAFSC held as of the ñTHRUò date, 

including prefix and suffix, if applicable.  In the 

event of a PCS/PCA, information as of the 

accounting date. 365-day extended deployments, 

use the TDY DAFSC.  

3F051 

5. Organization, 

Command, and 

Location 

Enter information as of the ñTHRUò date. In the 

event of assignment PCS or PCA, information as of 

the accounting date.  Nomenclature does not 

necessarily duplicate the EPR notice.  The goal is an 

accurate description of the rateeôs unit, location and 

command. 

 

List command inside parentheses.  If the command 

is part of the organizationôs name, itôs not necessary 

to put in parenthesis. 

 

365-day extended deployments, use the home 

station unit, ñwith duty at éò 

 

For IMAs, PIRR and PIRR Cat E, use unit of 

attachment. 

 

 

66th Force 

Support 

Squadron 

(ACC), 

Mountain 

Home AFB ID 

 

78th Security 

Forces 

Squadron 

(AFMC), 

Robins AFB 

GA, with duty 

at 447 ESFS 

(USAFCENT), 

Baghdad 

International 

Airport, 

Baghdad, Iraq 

6. PAS Code Enter unit PAS as of the ñTHRUò date.  In the event 

of a PCS/PCA, information as of the accounting 

date.  365-day extended deployment, use the home 

unit. 

For IMAs, PIRR and PIRR Cat E, use unit of 

attachment. 

 

TE1CFYRZ 
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Item/Description Instructions Example 

7. Forced Distributor 

Identification (FDID)  

Enter Forced Distributor Identification for rateeôs 

PAS code as of the ñTHRU date. In the event of a 

PCS/PCA, information as of the accounting date. 

365-day extended deployment, use the home station 

Forced Distributor Identification. 

 

For IMAs, PIRR and PIRR Cat E, use of unit of 

attachment. 

DP11MFN99 

 

 

8. Period of Report 

FROM DATE:  See paragraph 4.6. 01 Dec 2015 

THRU DATE:  This is the static close-out date for 

the appropriate grade.  See paragraph 4.7 for 

variations. 

30 Nov 2016 

9. No. Days Non-Rated Enter number of authorized non-rated days from the 

authorized documentation, if applicable.  See 

paragraph 1.4.11. 

120 

10. No. Days 

Supervision 

Enter the number of days of supervision.  Subtract 

only the number of authorized non-rated days. 

365  

11. Reason for Report Select the reason for evaluation. Annual 

SECTION II.  JOB  DESCRIPTION  

 

 

Item/Description 

Instructions Example 

1. Duty Title Enter information as of the άTHRUέ date.  In the 

event of a PCS/PCA, information as of the 

accounting date may be used. 

 

If the duty title is abbreviated and entries are not 

clear text, spell them out.  Ensure the duty title 

is commensurate with the rateeΩs grade, Air 

Force Specialty Code, and responsibility.  Refer 

to AFH 36-2618. 

 

For 365-day extended deployment, use the 

deployed duty title. 

 

 

Non- 

commissioned 

Officer-in-

Charge, Force 

Management 
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2. Key Duties, Tasks and 

Responsibilities 

Use bullet format only.  Enter information as of 

the άTHRUέ date.  In the event of PCS/PCA, 

information as of the accounting date. 

Consider the nature or level of job responsibilities, 

number of people supervised, dollar value of 

resources accountable for, and projects managed. 

Information regarding previous jobs held during 

the reporting period may be mentioned. 

 

 

- Authors 

guidance on 

performance 

evaluations 

 

- Prepares lesson 

plans for 

Airmen 

Leadership 

School 

curriculum 

 
SECTION III.  PERFORMANCE IN PRIMARY  DUTIES/TRAINING  REQUIREMENTS  

SECTION IV.  FOLLOWERSHIP/LEADERSHIP  

SECTION V.  WHOLE AIRMAN CONCEPT  

Item/Description Instructions Example 

1. Assessment Areas  

 

Select the block that accurately describes the 

rateeΩs performance during the rating period. 

 

Not-Rated:  See paragraph 4.8. 

 

Met some but not all expectations:  Does not 

meet some established AF standards and 

expectations. 

 

Met all expectations:  Meets established AF 

standards and expectations. 

 

Exceeded some, but not all expectations:  
Performs beyond some established AF standards 

and expectations. 

 

Exceed most, if not all expectations:  Performs 

beyond most or all established standards and 

expectations. 

Non-rated 

periods will not 

be considered 

nor commented 

on.  

2. Comments Comments are mandatory and must be in bullet 

format.  May use άTHIS SECTION NOT USEDέ 
as a mandatory line. 

 

Comments are allowed in Whole Airman Concept 

Section for referrals. 
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SECTION VI. OVERALL PERFORMANC E ASSESSMENT 

Item/Description Instructions Example 

Raterôs Overall 

Performance 

Assessment 

See definitions of performance assessment 

ratings. 

 

Approved non-rated periods will not be 

considered. 

 

 

 

SECTION VII.  RATER INFORMATION  

Item/Description Instructions Example 

Name, Rank, Branch of 

Service, Organization, 

Command, and Location 

Enter information as of the ñTHRUò date.  In the 

event of PCS/PCA, information as of the 

accounting date.  Example:  SMSgt Doe is rater 

on accounting date.  Rater PCS/PCA between 

accounting date and static close-out date.  SMSgt 

Smith replaces SMSgt Doe in position.  SMSgt 

Smith will be designated rater. 

JOHN J. DOE, 

SMSgt, USAF 

39th Force 

Support 

Squadron 

(AFR) Incirlik 

AB TU 

Duty Title Enter as of the ñTHRUò date.  In the event of 

PCS/PCA, information as of the accounting date. 

Operations 

Flight Chief 

SSN Enter the last four digits of SSN.   6789 

Date & Signature The forms have digital signature and auto-date 

capability.  If digital signatures cannot be used, 

sign in reproducible blue/black ink and 

handwrite/stamp/type the date.  Do not sign blank 

forms or sign before the static close-out date 

(only on or after).   

All digital or 

all wet 

signatures. A 

combination of 

both is not 

authorized. 

SECTION VIII.  ADDITIONAL RATERôS COMMENTS  

Item/Description Instructions Example 

Concur/Non-Concur Select only one of the blocks.  

Comments Must be in bullet format. Comments are 

optional unless the report is a referral.  If 

comment not used, insert ñTHIS SECTION 

NOT USEDò. 

- 

Restructured 

Enlisted 

Force 

Policyé 
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Name, Rank, Branch of 

Service, Organization, 

Command, and Location 

Enter information as of the ñTHRUò date.  In 

the event of PCS/PCA, information as of the 

accounting date. 

JOHN J. 

DOE, 

Capt, USAF 

36th Dental 

Squadron 

(PACAF) 

Andersen 

ABW GU 

Duty Title Enter information as of the ñTHRUò date.  In 

the event of PCS/PCA, information as of the 

accounting date. 

Operations 

Flight 

Commander 

Social Security Number  Enter the last four digits of the Social Security 

Number  

9876 

Date & Signature The forms have digital signature and auto-date 

capability.  If digital signatures cannot be used, 

sign in reproducible blue or black ink and 

handwrite/stamp/type the date.  Do not sign 

blank forms or sign before the static close-out 

date (only on or after).  

All digital or 

all wet 

signatures. A 

combination 

of both is not 

authorized. 

SECTION IX.  UNIT COMMANDER/MILITARY OR CIVILIAN 

DIRECTOR/OTHER AUTHORIZED REVIEWERôS COMMENTS 

Item/Description Instructions Example 

Concur/Non-Concur Select only one of the blocks.  
 

1. Comments Comments are optional.  If comment not used, 

insert ñTHIS SECTION NOT USEDò. 

Restructured 

Enlisted Force 

Policyé 

2. Future Roles Recommend up to three roles/assignments that best 

serve the Air Force and continues the Airmanôs 

development.  

 

3. Promotion Eligible Indicate whether the ratee is TIG/TIS promotion-

eligible. 

Yes or No 

(drop down 

box) 
4. This is a Referral 

Report 

Indicate whether the report contains negative 

comments or derogatory information. 

Yes or No 

(drop down 

box) 
5. Quality Force Review Indicates the rateeôs personnel record has been 

reviewed for quality force indicators during the 

reporting period. 

Yes or No 

(drop down 

box) 
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6. Promotion 

Recommendation 

 Do Not Promote:  Not recommended for  

 promotion based on unacceptable performance,  

 failure to adhere to established AF standards &  

 expectations, or actions that may be in- 

 compatible with continued AF service. 

Not Ready Now (NRN):  Not considered ready 

for promotion at this time based on the need for 

additional grooming in the current grade, or 

where Airmen may require specific attention 

with regard to performance of established AF 

standards & expectations.  NRN evaluations do 

not necessarily constitute a referral, provided the 

report contains no negative comments or 

derogatory information. 

Promote:  Recommended for promotion based 

on performance at or above established AF 

standards & expectations.  Performs at a level 

commensurate with peers.  RegAF Airmen 

receiving a ñPromoteò receive a promotion 

advantage relative to their peers. 

Must Promote:  Recommended for accelerated 

promotion based on stellar performance well 

above established AF standards & expectations.  

Performs at a level higher than their peers.  

RegAF Airmen receiving a ñMust Promoteò 

receive a distinct promotion advantage over 

their peers. 

Promote Now:  Recommended for immediate 

promotion based on exemplary performance that 

far exceeds established AF standards & 

expectations.  Performs well above other 

Airmen in their peer group.  RegAF Airmen 

receiving a ñPromote Nowò receive a significant 

promotion advantage over their peers. 

 

Name, Rank, Branch of 

Service, Organization, 

Command, and 

Location 

Enter information as of the ñTHRUò date.  In the 

event of PCS/PCA, information as of the accounting 

date. 

JOHN J. DOE, 

Lt Col, USAF 

9th Force 

Support 

Squadron 

(ACC) 

Beale 

AFB CA 


















































































































































































































































































































